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Fiaanoe- Division. Issuances CFD Notices -Review of Existing N&P 

Recision of Certain Notices Issued. Prior to 19 Nov 195© 

FD N # 887 ^ entitled "Per Diem - Travel Between US & Foreign Localities" 

Shipment of Automobile Via Foreign Vessel 

Establishing Due Dates for Advances of Confidential Funds 

General Ledger Account 125*0 - Foreign Monies on Hand 

Policy Applicable to Payment of Post Differentials to Employees 

TDI and on Detail to Another Post 

by Glass "A” 


-Transfer to Heffd 
Stations /)~lc 


Dissemination of Policy, Legal and Procedural Interpretations and 
Decisions to Class "A" Stations 
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Medical Benefits for Dependents 

Parking Fees ^ y 

ApT3oiiT tr"gf , ~ Acting Chief , Adcuuulb Bran c h A ' 


Use of 
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Definition of Baggage (Revised 16 May 1957) . „ 
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-NSA-R egional Finance and Certifying Office 
Recoruing of 1955 Expenditures 
Organization and Functions - Finance Division 
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Transfer Portion of the Borne Service Transfer Allowance for Husband 
and Wife who are Both Staff Employee s 
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Non-reimbursement for Fees and^ Tips for Handling Baggage 
Personnel Assignments f ^ 

Separation Allowances 

lame Service Transfer Allowance - Temporary Lodging Portion 
Home Leave Travel and Transportation Expenses 
Preparation of Dispatches to be Released by the Office of 
Communi cati ons 

Military Details ' Baggage Allowances Authorized under Letters of 
Authorization 
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Home Service Transfer Allowance 

Use of Unaccompanied Baggage Authorization 
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dated 18 Oct 1957 


dated 11 Oct 19^X1 A 
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Personne l Assignment 







P ersonnel Assignm ent 
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37. Rescission of Certain Notices Issued Prior, to 19 Nov 1958 
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Additional Stations Designated a3 "Class A" Stations for Financial 
Accounting and Reporting Purposes. ' 

Emphasis of Certain Monetary Branch Responsibilities 
Post Office Boxes 

Preparation of Correspondence and Route Slips 
Compromise of Pseudonyms 

Preparation of Unemployment Compensation Claims (Forms ES-931) 
Designation of Finance Division Authorized Classifiers 
Definition, Vital Document 
Preparation of Dispatches 

Collection of Salary, Allowance, Differential, etc.. Overpayments 
Minutes of Deputy Director (Support) Staff Meeting, 22 August 1956. 
Building Evacuation Personnel 
Post Differential 
Duty Officers 

Procedure for Handling Spoiled or Voided Checks 
Travel and Operational Advances 

Additional Stations Designated as "Class A" Stations for Financial 
Accounting and Reporting Purposes. 

Official Entertainment Expenses of Deputy Directors and their Assistants 
(not Assistant Directors, CIA) 

Memorandum for the Record. 

Recording of Refunds of Operational Advances 

Per Diem Allowance during Headquarters Debriefing Period for Employees 
Returning from Overseas for Home Leave and PCS transfer to Washington. 
Accounting for Funds Furnished Agents Penetrating Denied Areas . 
Submission of Approvals by DD/S, DCI, or DDCI 

Waiver of Accounting Regulations by a Contract Approved by a Special 
Contracting Officer 
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Regarding Transportation of 25X1 A 


Delegation of Authority 
Advance of Fun ds for Travel 
Interpretation 
Unaccompanied Baggage 
Account ing for Confidential Funds 

I Storage of Household Effects and Travel for Education ofj Dependents 


25X1A 



jthority 

- Appointment of Approving Officers 
Advance Limitation— -f s ) j 

Book Dispatch - 

Personnel Assignments 
Personnel Assignment 

Allotment and Cost Center System - Financial Code Symbols for FY i 960 

Delegation of Authority 

Application of Proceeds from Sale of Government Owned Property Other 
Than automotive Equipment 
Designation of Contracting Officers 

Determination of Circumstances of Resignations for Purposes of 
Establishing Entitlement to Travel Payments and Allowances 
Personnel Assignments 

Property Procurement = Fiscal Year 1961 Confidential Funds Expenditures 


Designation of Contracting Officers 
Assignment to Key Positions 
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Finance Division Notices 


85 . Correspondence with Elements Station 

86. Office of General Counsel, Requests for Opinions 

87 . Financial Coding Guide - Confidential Funds Accounts 


towwential 
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88. Object Classification of Transportation Charges Included in Vendor's Invoices 

89 . - Activ a ti on and Dea ct ivation of C la s s " All Ins t a llat ions 

90. JMWAVE - Class A Station 

91. Relocation of ^^^^^^Station Financial Records 

92. Establishment of Budget and Fiscal Office, Task Force W 

73 


9k. Assignment to Key Position 

95. Relocation of the WSHEADSET 

96. Establishment of WSHEADSET 

97. Abbreviations to be Used for Descriptions of Transaction- 
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CONFIDENTIAL FUNDS DIVISION NOTICE NO. -gA. 

SUBJECT: Relocation of the WSHEADSET Activity 


I. The WSHEADSEI^^^Hk t tv ity is being relocated, and 
ill Clan B Stations reporting thxoegh WSHEADSET^^^Hhmre 
been instructed, effective I— dlstely, to fowdH!ni*snUl 
g«pott» end related material to H ea d qu ar ters, using tbe indicator 

All the records pertaining to the W3BEAD8BT 
activity are also being relocated. 



25X1A 


2. until notified otherwise, all correspondence originatbu^^ 
at Headquarters which normally would be directed to WSHBADSET^^^m 
will be deferred until relocation has been accomplished. Correspond* 
eace and T/A's directed to Class B installations served by the 
WSHEADSET complex, formerly located at will continue to be 25X1 A 

sent directly t o those stations, but the WSHEADSET information copy 
should hour the^HHwSHEADSET indicator. Such copies will be 
retained by the Confidential Funds Division Registry for release to 
WSHEADSET after relocation has bead completed. 


3. The Class A f inancial activity will continue to operate 

^ ^ T/A's or correspondence directed to 
th^Panma^Stati^^bculdba sent directly to the station, with 
information copies to WSHEADSET if appropriate. 
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Excluded from automatic 
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declaaeifteetixm 
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FINANCE DIVISION NOTICE No. 94 
SUBJECT: Asslgwsent to Key Position 

NortAaaber 1962, 1* 

designated Deputy Chief, Operations and Liaison Branch, 
Finance Division. Office of Comptroller, vlce^gg^£| 
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27 March 1962 
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017181(91 M0TICK NO. 92 

i Establishasat of Budget cad Vlcccl Office, Tack Force V 


& 



■/W 


QMted below la lta entirety ic a awnocandum to Chief, nuance Division /J*? ! 
Chief, bah Force V, Suppo r t, date 2 23 March 1962? VY 


23 March 1962 


MDULABDUM rets Chief, Finance Division 

SQBJ2CT: Bctabli chant of Budget and Fiscal Office, 

Task Force W 


W 


Effective 23 March 1962 there 1c established a Budget 
and Fiscal Office for Task Force V. All budgetary and 
fiscal natters pertaining to including 

all corresponden ce to and from the JMKAVK installation and 
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.FINANCE DIVISION NOTICE HO. 91 


9 February 1962 


SUBJECT 


A 

O 


Relocation of 



Station Financial Records 


1. Due to current conditions in station 

has been directed to reduce their recorcti^^m^nSaujt^amJsuiu. 
Many of the records norraaVi^rgurfcained at an overseas installation 
have been transferred to|m||for temporary storage. 

2. Financial Records transferred to storage are as 

follows: 


■1 f 

■■ h 
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a. Unaudited vouchers and receipts for periods subsequent I 

to 31 August 1961. ; 

b. Fiscal Tear 1962 Voucher Register and Control Journal 1 

and Expense and Obligation Subsidiary Ledgers reflecting 

transaction thru 31 January 1962. e 

At the end of each month the vouchers » receipts, voucher^regL 3 ter and f 

expense ledgers for the month will be transferred to for storage. 25X1A 

25X1 A y 3 „ The following ^^^^^Hstaiion financial records are filed in 

Finance Division Registry: 

a. Voucher Register and Control Journal 
July 1958 through June 1961 

b« Cash on Hand Subsidiary Ledger 
April 1958 through June 1961 

c«, Advance Account Subsidiary Ledger 
April 1958 through June 1961 

d« Expense and 0b.Iigat3.on Subsidiary Ledger 
July 1959 through December 1961 

e. Due to Field Agents Subsidiary Ledger 
April 1958 through June 1961 

f. . Property Control Register 

15 March 1959 through 28 February 1961 



Property Document Files 
March 1959 through February 19*51 

h» In any matters relating to 


should be given to the location of the station recor 


| cons ider ation 

as sat forth above. 


25X1A 

25X1A 


CONFIDENTI 



Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 








25X1A 


Approved Foivfiifelease 2001/08/29 : CIA-RDP78-0574HA000700030001-9 

CONFIDENTIAL 


£ A— { 6) o i - ( x 


fr 



,VV 

r 


Ji 


43- 

FINANCE DIVISION NOTICE NO. 90 


SUBJECT: JMWAVE - Class A Station 


4 December 1961 


4 




1= / 

W' 1 


1. JMWAVE has been designated a Class A Station for 
financial accounting and reporting p urposes ef fective 

1 November 1961. The station number 

2. is the Senior Finance Officer, a 
CertifyingOfficer the Official Custodian of Funds at 
the station. 
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Chief, Finance Division 
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SECRET 


22 March 1961 

FIHAECE DIVISION NOTICE MO„ 88 

Subject: Object Classification of Transportation Charges Included 
in Vendor 4 * * * 8 s Invoices 



1. Bureau of the Budget Circular No. A-12, as it pertains to 
object classification 300 - Transportation of Things, states in part 
that this class "excludes transportation paid by a vendor regardless 
of whether or not the cost thereof is itemized on the bill for the 
commodities sold." 

2. Comptroller Instruction No. 24 - Revised, states in part 
that object classification 300 - Transportation of Things "includes 
transportation paid by vendors except when material is purchased FOB 
point of delivery to the Agency," 

3. It has been ascertained that the intent of the Bureau of 

the Budget Circular A -12 is, that regardless of the terms of purchase, 
i.e., FOB shipping point or FOB destination, and regardless of whether 
•the vendor prepays the transportation charges on behalf of the Agency 
or the vendor, that as long as payments for transportation, when as a 
separate amount or as a part of the material cost, are made to a 
vendor as opposed to a common carrier, such payments are not to be 
treated as transportation expenditures but rather as material purchase 
expenditures . 

4. Effective immediately tins Budget Bureau policy shall be 

complied with and all payments to vendors for transportation charges, 

as described above, shall be distributed to the 800 or 900 series 

object classification as appropriate . Comptroller Instruction No. 24 25X1 A 

will be revised accordingly. 



SECRET 
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18 January 19&L 


FINANCE DIVISION NOTICE NO. 87 

SUBJECT: Financial Coding Guide - Confidential Funds Accounts 


1. To facilitate the preparation of confidential funds 


posting vouchers, the subject guide dated December i 960 has been 
prepared and distributed to all offices responsible for initiating 
such vouchers* 

2. It is requested that all supervisors of personnel engaged 
in preparing confidential funds posting vouchers take the appro- 
priate steps to insure that their personnel are fully acquainted 
with the uni for* requirements set forth in the guide. 



Chief, Finance Division 
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15 November 1960 


FINANCE DIVISION NOTICE NO. 86 

SUBJECT: Office of General Counsel, 
Requests for Opinions 


oy 

/)■■ t 
/ ! i J 

Wf 

jlSs 

Th- 


in the past It has been the practice for 
certain Branch Chiefs and Section Chiefs to 
sign sMttoranda which request opinions of the 
Office of General Counsel. In the future the 
nenoranda should be prepared for the signature 
of the Chief or Deputy Chief, Finance Division. 
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Vim . KCE BZVXSI0N NOTICE SO. 83 

SUBJECT : designation of Contracting Officers 

REFERENCE: Finance Division Notice No. 76 

(v.i;4 2 X4av i960 


Quoted below in i£a entirety is a mtsuorenduai to -Ohuai!. Finance 
Division from Chief. Procurement Division. -dated 13 Sen :mvS--iiv 19 SO: 



(f^ 


:S 

i 


n;yj * 

I'ROM : 

73BAEGT : 
REFERENCE : 


Chief. Finance Division 

Chi of , Proci srement D ivis ion 

Designation oil Contracting Officers 

(A) Logistics Instruction 1 2(KKi 
(x:\) d. -.tad 20 April i960 from Chief, Procuremen 

M'pL“io < j 


X ... ill. £-*>?>£» Z.'£,8~i -.C£ v?2.il|j> tiki., t*iO 310 £OMlJ>.£k, C£* 

0 ho&n 1BS.C10 xti l Lt»£ iSxx^.^zCi personnel oy ciitc •■.: >•?*: 

• ,c*s...' .,i Z. S v.' > t r;»rnv 

— ; u ■ . ■ .a . i •. U;t ;■ 

Aatiag Deputy for Contracts 

Acting Asst. Benue- for 
-Contracts 

Acting Chief. Production 
Coatrac tg Branch 

Acting Chief, Contract 
Admin Breach 


£&•:.*£ gi£ 


yom 
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FINANCE DIVISION NOTICE # 81 


SUBJECTS Property Procurement 
Expenditures 


General 


doc -MC— m ° ATE<> - 
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Fiscal Year 106 l Confidential Funds 
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It has been determined that, to the greatest extent feasible. Fiscal 
Year 1961 property procurement expenditures should be charged to a 
general property procurement account and recorded as an indirect costs, 
With this objective in mind property procurement allotments will be 
issued to those offices whose activities are engaged in a sufficient 
aisount of local property procurement to warrant the Issuance of 
property procurement allotments * 

2b Property Procurement A llot ments 

Attachment "A” identifies those offices designated to receive property 
procurement allotments and the allotment account number assigned to each s 
Property purchased by individuals, activities and installations under 
the jurisdiction of an office receiving a procurement allotment will be 
recorded as an allotment expenditure against the office procurement 
allotment account and charged as an indirect cost to the appropriate 
cost center account number* 

NOTES Property procurement from petty cash, advances, revolving 
funds or imprest funds by offices not receiving a pro- 
curement allotment win be reeorded"aS”a' direct cost' 

[General Ledger Aecoxmt 601) against the office allotment 
end cost center account* 

This procedural change applies only to procurement expenditures charge- 
able to Fiscal Year 19Sl funds* Procedures in effect for Fiscal Year 
and prior years ramin unchanged* 


3° P repar ation of Po sting Vouchers 

i—miiiii t*—- — rm~T— i — *an- 1 — - 1 


Attachments "B”, 5! C” and "D" contain pro forma entries of the type to 
be used inf • ' 


A* Recording expenditures against property procurement allotments! 

Bo Recording the cost of the property acquired as an Indirect 
cost and; 

Co In the case of Class "B” installations, recording non- 
expendable property in the property asset accounts* 


CONFIDENTIAL 
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FT 1961 CONFIDENTIAL FUNDS - PROPERTY 
PROCUREMENT ALLOTMENT ACCOUNTS 


OFFICE 




10 

TSD 

DPD 

NE 

SR 

WH 

WE 

FE 

AF 

EE 


1369-0240-0000 

1389-0250-0000 

1389 - 0280-0000 

1369-0330-0000 

1369-0340-0000 

1389 - 0350-0000 

1369 - 0360-0000 

1369-0370-0000 

1369 - 0360-0000 

1369-0390-0000 


SOVMAT 1389-0450-0000 




Security 1369-0710-0000 
Training 1369-0750-0000 
Coiiwunications 1389-0790-0000 
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FINANCE DIVISION NOTICE #78 


).h Ifey 1960 / Ij I 

K J ' 


SUBJECT* Application of Proceeds from Sale of Government Owned 
.Property Other than Automotive Equipment 




I* GENERAL 

A, The Office of the Comptroller has made a survey of the receipts 
obtained from the sale of personal property and 'tea administrative procedures 
followed in identifying and reporting funds received for the purpose of using 
such funds in the purchase of similar items of property . it has been concluded 
that due to the relatively small amount of money involved, the time consumed in 
identifying 'and reporting sales and replacements and inability to forecast sales 
and replacements to permit proper budgeting, the .receip ts from the sale of personal 
pro p erty, other t han automotive equipment , should be treated as a i&scollana ous 


Bo The purpose of this notice is to establish an interim operating pro- 
cedure within the Finance Division to provide for the recording ofsuch income 
as a Miscellaneous Receipt pending revision of Agency Regulation and 

Comptroller Instruction No, 15. 

1 / 

OPERATIN G PROCEDURE 

Ao Under this interim procedure proceeds received from the sal© of 
government owned property (other than motor vehicles) will be credited to 
General Ledger Account No, 691 (Other Expense Credits) , and identified with 
fete Miscellaneous Receipt symbol. 

Bo Accordingly, receipts froa tho sale of mich proparty will no longer 
be credited to General Ledger Account 35 2 and Form (>7i (deport of Collection of 
Proceeds of Sales of Personal. Property) will not ba required, 

III, Thi s interim procedure is not intended to alter in any way the processing 
of funds received for the sale of motor vehicles. All funds received from the 
sale of motor vehicles will continue to be processed under current procedures ^ 
outlined in Finance Division Operating Procedure #31-150, , dated 6 Ootober 1955 


* 


A 


m 3 

n. J 


1 




) 



a e o 


I, For your information and guidance there is attached hereto a current list 
of Miscellaneous Receipts Symbols and 'itles. In the evcrnt you have transactions 
which do not appear to be included In the attached listing, plea i-o contact the 
Accounts Branch for determination of the correct symbol. 


25X1A 


tr. 


This procedure Is affective immediately. 




Attachment 


CONFIDENT 
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SIMBOIS 

0822 

1210 

1830 

181*0 

2290 

2U29 

2lt30 

261^9 

2650 

3019 

3099 


6889 


Ti-J-LAN TOUS RECEIPTS SYMBOLS, A MD TlTLgS 


« Business concessions, not otherwise classified 

- Contribution® to "conscience fund" 

a. Rent of real property, not otherwise classified 

- Bent of equipment and other personal property 

» Sale of miscellaneous products and by-products 

- Fees and other charges for communication and transportation 
services, not otherwise classified 

- Charges for subsistence, laundry and health services 

- Proceeds from sale of equipment and other personal property 
not otherwise classified 

~ Sal© of scrap and salvage materials 

- Recoveries for Government property lost or damages, not 
otherwise classified 

« Miscellaneous recoveries and refunds, not otherwise classified 



Reimbursement to the Appropriation 
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FINANCE DIVISION NOTICE N0 O 77 


SUBJECT : Determination of Circumstances of Resignations for Purposes of 
Establishing Entitlement to Travel Payments and Allowances 


Quoted below in its entirety is a Memorandum of Agreement signed by the 
Director of Personnel, Comptroller and the Special Support Assistant to the 
Deputy Director (Support); 


MEMORANDUM OF AGREEMENT 
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SUBJECT; Determination of Circumstances of Resignations for Purposes of 
Establishing Entitlement to Travel Payments and Allowances 


1. Personnel departing for overseas assignments are required by the 
Central Processing Branch, Office of Personnel, to execute an agreement enti- 
tled: Travel Agreement by Staff Employees Assigned to Permanent Duty Sta- 

tion outside Continental United States*** This a greement contains a clause 
that if the person terminates his employment for personal reasons in less 
than twelve (12) months from the data of his arrival at his post, he will 
^reimburse the Agency for moneys expended by the Government in connection 

with the outgoing travel. The Office of General Counsel (in OGC 9 -0278a, / 

dated 13 March 1959) ruled that although an overseas agreement should be 
executed by personnel prior to departure for overseas assignments the fact 
that, through inadvertence or normal administrative process, the em ployee 
fails fee execute an Agency Agreement and fails to remain overseas for a 
period of twelve (12) months doss not relieve him from liability of repaying 
to the United States Government all travel and transportation costs expended 
by the Government in transporting him to his overseas post. Personnel 
assigned to overseas stations are entitled to payment of their return travel 
to the United States upon completion of twenty-four (24) months overseas 
service or if their return travel is deemed in the best interest of the Gov- 
ernment,. 


2» From time to time, whenever personnel fall to complete either 
twelve (12) or twenty-four (24) months service abroad, problems arise in 
establishing the appropriate authorizing official within the Agency to 
determine whether payment or refund may or may not be required. Chi occa- 
sion, the certifying office is presented with two official documents indi- 
cating conflicting determinations, such as a travel order indicating return 
short of completion of tour was for the convenience of the Government and a 
personnel action indicating resignation for personal reasons. 

3. A second problem exists when personnel separate from the Agency 
after the receipt of payment for home service transfer allowance but prior 
to the completion of six (6) months service from the entrance on duty at his 



onfidential 
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post it# the continental II. S . By regulation personnel are required to 
^/refund the total amount of home service transfer allowance received if they 
voluntarily separate froti the Agency within sis (6) months of their return 
from overseas unless their reasons for separation are found to be in the 
best interest of the United States Government by the Director of Personnel. 

4. It is agreed that the following procedures will apply in providing 
the Finance Division with an official determination regarding payment or 
refund requirements: 

a. With reference to return travel, the determination of the 
official authorizing the travel, as indicated by his signa- 
ture oa the Travel Order, will be eccepted as evidence of 
whether the return was or was not for the convenience of 
the Government. Further, unless other documentation has 
been furnished to the Finance Division, as prescribed in 
2b, below, the Travel Order may also serve as the basis 
for authorizing the payment of the Temporary Lodging and 
Home Service Transfer Allowances. 

b„ When the circumstances of resignation within six months of 
an employee's return raise a question as to the applica- 
bility of the TLA or HSTA refund provision. Finance Division 
will be advised of the determination by a memorandum from 
the Chief of Support of the Area Division concerned 
25X1A endorsed by the Director of Personnel or his designee. 


/ s/ Gordon M. Stewart 
Director of Personnel 


18 April 1960 
Date 


/ b / B. R. Saunders 
Comptroller 


20 April 1960 
Date 
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FINANCE DIVISION NOTICE NO. 76 

SUBJECT: Designation of Contracting Officers 





Quoted below in its entirety is a memorandum to Chief, Finance Division ” ~ L 
from Chief , Procurement Division , dated 20 April I960: 


TO 

FROM 

SUBJECT 


SO 


i960 


Chief, Finance Division 
Chief, Procurement Division 
Designation of Contracting Offil 


doc JL 


'£ 


ORiG CD 
ORIG CLASS 
JUST 1 * ^ 


-aS_ PAGES 7 / 


BY 0 4^-5 
type 


REV CLASS 
NUT REV 9 - 0/0 AUTH| 


HR 10-2 


REFERENCE: Logistics Instruction 1-200-3 


1® Referenced Logistics Instruction delegates procurement authority to 
Procurement Division officials » Incumbents of the various positions are 
authorized, in the first instance, to execute procurement documents without 
prior approval up to the amounts specified 0 Execution of documents in excess 
of the amounts are also authorized provided administrative approvals of higher 
authority are obtained „ 

2, The following are the assigned aliases for the present incumbents 
of the designated positions: 

TITLE 


Chief, Procurement Division 

Deputy for Contracts 

Asst. Deputy for Contracts 

Deputy for Purchases 

Chief, Production Contracts 
Branch 

Chief, Research & Development 
Contracts Branch 

Chief, Contract Admin Branch 
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Chief, Termination 
& Settlement Branch 



Acting Chief, Finance Division 
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PUAMCS DIVISION NOTICE NO. 72 
SUBJECT: Personae! Assigsuaemt 
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CONFIDENTIAL FUNDS DIVISION NOTICE NO. 97 

SUBJECT; Abbreviations to be Used for Descriptions 
of Transactions 





1. Section III of the Financial Coding Guide prescribes 
standard abbreviations to be used in the description of trans- 
actions when preparing posting vouchers. 

2. Personnel preparing vouchers should utilize these 
abbreviations in order to provide a uniform language in the 
limited space available for description. 

3 . Particular care must be used In abbreviating words 
describing General Ledger Accounts Nos. 144.1 and 144.2 entries, 
as the description will appear on the Statement of Advance Form 
distributed to employees , copy attached hereto, and must con- 
form to the legend of abbreviations on the reverse side of the 
form. All abbreviations listed on the Statement of Advance 
Form are included in Section III of the Financial Coding Guide. 


25X1A 



Chief, Confidential Funds Division 


/ 

Attachment; 

As Stated Above 


DOC 


1/ 


„ REV, BY QiSJ&S-- 

.... .... ow - !'i-y 

oil. GLASS 5 f»MS * 1M 

JUST NEXT REV ,1 p/*? — AUTHl HH 


Ibis document part of classified 
integrated file. NAME CHECK required ^ 

prior to individual olassif icatioa action. 




Group I 

Excluded from automatic 
downgrading and 
declassification 



Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 



. * 4 

Approved For Release 2001/08/29 : CIA-RDP78-05747A000700n3t)noi-9 


4 

LEGEND OF ABBREVIATIONS 
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ACCT 

Account 

HHE 

Household Effects 

QTRS 

Quarters 


< 


ACTG 

Accounting 

HL 

Home Leave 

RCPT 

Receipt 


( 

| 

ADJ 

Adjust(ment) 

HQS 

Headquarters 

REF 

Reference 


< 

I 

ADV 

Advance 

HST 

Home Service Transfer Allowance 

REIMB 

Reimbursement 




ALLOW 

Allowance 

INFO 

Information 

R/F 

Revolving Fund 



I 

BAL 

Balance 

LV 

Leave 

R/T 

Round Trip 


4 


CL 

Claim 

MED 

Medical 

SAL 

Salary 




CR 

Credit 

MILE 

Mileage 

SEP 

Separation 



4 

DD 

Due Date 

MOR 

Memorandum Obligation Reference 

SHORT 

Shortage 



DED 

Deduction(s) 

O/C 

Overcharge 

SHPT 

Shipment 


1 - 


DEP 

Dependents 

O/P 

Overpayment 

STGE 

Storage 


XI 

1 

DISALLOW 

Disallowance 

O/R 

Obligation Reference 

SUBS 

Subsistence 


1 


ED 

Education 

O/W 

One Way 

SUSP 

Suspense 




ENT 

Entertainment 

OPR 

Operational 

TDY 

Temporary Duty 


1 

4 

EQUIP 

Equipment 

PCS 

Permanent Change of Station 

TKTS 

Tickets 




EXCOST 

Excess Cost 

P/D 

Per Diem 

TLA 

Temporary Lodging Allowance 




EXP 

Expense 

PMT 

Payment 

TRNG 

Training 


4 1 

\ 

FGN 

Foreign 

P/R 

Payroll 

TUIT 

Tuition 




FR 

From 

PROJ 

Project 

TVL 

Travel 



i 

FRT 

Freight 

PRSNL 

Personal 

VO 

Voucher 


4 




PURCH 

Purchase 

w/o 

Write-Off 



4 

•1 








4 

4 








* ' 

4 








4 

t 

4 








4 

| 

’ll 







* 

4. 

4 

1 
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FINANCE DIVISION NOTICE NO. 
SUBJECT s Book Dispatch 
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Quoted below is a Eemrandum signed by th» Special Support Assistant to 
the Deputy Director (Support), dai@d 8 August 1953s 



established and understood « Occasionally, however, it is necessary for 
a support office to 'communicate to several or all stations and bases 
information or instructions not appropriate for inclusion in the regu- 
latory system or to b® incorporated in the regulatory system at a later 
date,, In these instances the book dispatch my be suitable. Book 
dispatches must be kept to a minimum both in number and length, and 
must not be used to transmit material which should be incorporated in 



ffi 2. SSA-BD/S has been charged with signing and releasing book 
dispatches for DD/P on behalf ©f support offices and staffs. This 
authority carries with it responsibility for’ review for release as a 
book dispatch, and determination of necessary coordination* 

SSA-DD/S can best perform these functions and be of greatest 
assistance to the support office or staff requesting release of a book 
dispatch if the subject matter to be covered is presented in rasmeraadum 
form* SSA-BD/S will prepare the book dispatch, effect necessary coordina- 
tion, sign and release it. Coordination will include the requesting 
office or staff when a question of content arises. 
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FINANCE DIVISION NOTICE N0„ 69 
SUBJECTS Advance Limitation 


21 July 1958 




; h' 


.iS 

JTS 


Finance Division Notice No* 167 (A-l) is hereby revised to 
read as follows; 

Advances of Confidential Funds in ©assess of 
050*000, except routine funding of field installa- 
tions and internal Finance Division transfers,, will 
not be i&sde without first coordinating with the 
Chief or Deputy Chief of the Finance Division*, 
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5 March 1959 


FINANCE DIVISION NOTICE NUMBER: 68 


SUBJECT 



Appointment of Approving Officers 



REFERENCE: Finance Division Notice No 0 763, dated 20 September 1955 # * 


lo Reference is made to a memorandum for Staff and Area Division 
Chiefs, signed by the Chief of Operations, BD/P, dated 17 August 1955, 
pertaining to appointment of Approving Officers 

2,o The following distinction is offered in order to clarify the 
difference between the administration responsibilities of designated 
Approving Officers of Staff and Area Divisions and the audit and certi- 
fication of vouchers and other financial documents by designated employees 
of the Finance Division «, 


a 0 It has been established through the SS4r-DD/S that the 
designation of Approving Officers, as referred to in 
paragraph 2 of the above referenced memorandum, relates 
to the individual specifically appointed in accordance 
with established procedure, who must, in his own right, 
be the incumbent of any of the positions so designated 0 

bo Accordingly, It is the administrative responsibility of 
the designated Approving Officer to comply with the 
authority so delegated consistent with restrictions 
placed on the individual concerned covering the approval 
of ad ministrative and operational transactions Q 

Co Consistent with this concept. Certifying Officers will 
review vouchers and other financial documents with 
respect to audit criteria, subject to the signature of 
a designated Approving Officer,, 



Acting Chief, Finance Division 
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n e 0 Approval of special foreign post 

allowances and salary differentials 

M f„ Approval of clothing allowances for 
enlisted personnel 

"g 0 Entertainment allowances 

"ho Approval of housing or space 
requirements 

"i 0 Approval of certain medical expenses 

"jo Approval of payment of tuition 

"k 0 Approval of applications for advances 
under special circumstances 

"1 8 Special allowances for military 
personnel 
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FRANK G. WISNER 

Deputy Director (Plans)" 2 5X1 A 
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FINANCE DIVISION NOTICE: 65 U July 1958 

SUBJECT: Accounting for Confidential Funds 

There is quoted below a memorandum to Comptroller from Chief, Finance 
Division, dated 14 May 195o, same subject: 

«1„ In the administration of accounting requirements and controls, 
confusion occasionally arises because there is no clear definition of 
"nor mal Agency accounting requirements" , This problem arises not because 
of lack of understanding and agreement with respect to the substance of 
accountings but rather with respect to depth to which detailed documentation 
is required.. 


2, There seems to be little basis for objection to the principle that 
detailed documentation of the use of funds (1,6,., the who, w/iat, when, where 
and why) is normally required as long as the funds remain in control of 
persons or projects under Agency controls Conversely, tliere can be little 
quarrel with the principle that it is unrealistic and impractical to endeavor 
to insist upon detail documentation of the use of funds from persons or 
activities not controlled by this Agency, 


3c While the above stated policies represent accepted operational as 
well as sound accounting and funds control, in the absence of clear deter-* 
ruinations as to the point at which funds pass from Agency control it is often 
difficult, if not inpossible, to clearly establish whether normal Agency 
accounting requirements have or have not been satisfied. As a result, account* 
ing requirements as set forth in many Administrative HLans or as interpreted 
by Certifying Officers and others, have tended to reach further and further 
beyond the point where realistic control and proper documentation can be expected, 
(h the other hand. Case Officers and other operational personnel, not having a 
clear concept or guide as to what constitutes acceptable accounting documental! on 
and policy, tend to agree to whatever requirements are suggested, even though 
in substance the requirements may be unrealistic and may not truly reflect 
operational circumstances and relationships, 

4, In recent discussions with representatives of operational elements. 

It was proposed that approved project outlines be utilized to establish Agency-* 
project relationships for the purpose of fixing the point where funds are 
passed beyond effective detail control. It was further proposed that project 
procedures be revised to provide that Case Officers would be required to 
develop the financial aspects (other than budgetary) in coordination with the 
Certifying Officer in order that the project outline may reflect accounting 
requirements determined by the Certifying Officer as conforming with normal 
accounting concepts as defined above and practical of compliance as determined 
by the Case Officer, In these instances wherein these criteria cannot be met, 
an Administrative Plan setting forth special accounting requirements would be 
required, 

GONHuEU Hz-aL 
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5o In the case of accounting requirements imposed on individuals, 
the status of an individual with respect to his relationship to and control 
by the Agency is normally evident from his employee or contract status n 
me only area wherein relationship and control tend to become nebulous is 
in the case of field agents and others who refuse or for operational reasons 
a ?f n °IV re »| UeSted t0 sien f0rmal contracts,. As a general policy, in applic- 
ation the point of control” concept would require accountings in detail from 
all employees and other persons under formal contract with the Agency on the 
premise that any person who has signed a contract with the Agency has a relation- 
ship to the Agency of such nature as to justify insistence on documented 
accountings 0 

°° In the case of unilateral memoranda of agreements, however, the 
substance of the relationship as evidenced in the project outline or from 
other sources would have to be examined to determine whether control is such 
as to require detail accounting documentation, or to permit acceptance of 
receipts or certifications of services purchased as adequate support of the 
use of Agency funds. 

7 U In recent months It seems to be increasingly apparent that we 
are tending, in all areas, to place more and more emphasis on the form of 
accounting documentation on the erroneous premise that if form is proper,, 
substance is assured,. The re—staterneht of policy as expressed above 1b \ 
believed properly to place major emphasis on the substance of a situation" 
with the objective of documenting the) form as necessary to support the 
subs Lance <, In line with this view, v(e propose to work closely with operational 
elements to obtain a better understanding of this policy and to expand the use 
of project outlines to substantiate accounting determinations. Before proceed- 
i&g further*, however 9 we would appreciate your approval 0 


f 

i 
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FI MICE DIVISION NOTICE; 63 14. July 1958 

SUBJECT; Advance of Funds for Travel 


I*. The following policy is to be followed by Certifying Officers 
in connection with the certification of Requests for Advances covering 
TDY and PCS travel of employees and agents; i„e. , 

It is the policy of the Finance Division to certify 
properly authorized and approved Requests for Advances 
covering TDY and PCS travel of employees and agents,, in 
advance of the estimated date of departure in order that 
individuals can arrange for transportation and/or movement 
of personal effects* Under normal circumstances f funds 
are not to be made available to the traveler more tlian 
ten (10) c alendar days in advance of actu al ^tp 

circumstances are such' that funds are needed earlier than 
ten (10) calendar days prior to travel, approval of the 
Chief or Deputy Chief, Finance Division, is required 
before certification and disbursement* 

2„ Compliance with the above policy is to be adhered to effective 
with this release 0 


Acting Chief, Finance Division 
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FINANCE DIVISION NOTICE: 62 


IS: 

14 July 1953 


SUBJECT: Delegation of Authority 


There is quoted below a memorandum from Deputy Director (Flans) 
to SSA-DD/S , dated 9 March 195o a 

”The authority vested in the Deputy Director of Plans in the 
referenced regulation to authorize or approve actual subsistence 
expenses, not to exceed &25oQ0 per day, is hereby delegated to the 

SSA-DD/S . 


- ay 



\) w 



FnANK G. WISNEii 
Deputy Director (Plans)” 



Acting Chief, Finance Division 


25X1A 

25X1A, 


DOG y 

0R1G COMP 

ORIG CLASS . S§- PAGES 
JUST NtXT 



by q 18 99 - 5 — - 
type — U—j — 

REV CLASS ~J=L — - 
AUYHs HR 10*2 


Formerly: FDN #834 (A-113) 


Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 




Approved F8**Relea 



T mjP78-057*»A000700030001 -9 

ini 


fill 

\ ■*{ 


FINANCE DIVISION NOTICE: 6l 


t 


14 July 1953 


SUBJECT: Waiver of Accounting Regulations by a Contract Approved by a 
Special Contracting Officer 




Ther^^^quote^belcw a memorandum for the Chief, Finance Division, ; ' 

signed Office of General Counsel, dated 12 January 

1956 : 

"1. ?our memorandum requested our opinion as to whether an Agency (Jp* [ 

Special Contracting Officer has the authority to approve a provision in an m\ [ 

agent contract to the effect that the agent 3 s accounting for confidential v 

funds advanced him for purposes other than salary need be only on the certifica^ 
tion of the agent, and need not be supported by receipts, „ - 


2 0 Somewhat generalized, the issue posed is whether the Agency Special 
Contracting Officer may prescribe an internal accounting procedure for the FOIAb5 
expenditure of confidential funds on his own authority,, 



5. On the basis of the foregoing, it is the opinion of this Office that 
the Special Contracting Officer may not, on his own authority, include a pro» 
vision in an agent contract which would relieve the agent from accounting for 
confidential funds advanced him for other than salary purposes solely on his 
certification,, If this end is sought, it can be achieved only by an appropriate 
provision in an administrative plan relating to the agent' s activities, or by a 
waiver of the accounting requirement by the Director in individual cases, or by 25X1 A 
the Director °s issuance of an appropriate regulation,” 



Formerly: FDN #311 (A-110) CONFIDENTIAL 


Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 







Approved FdiJtelease 2 



t 


05744A000700030001 -9 


FI MICE DIVISION NOTICES 60 

SUBJECT: Submission of Approvals by DD/S ? DCI P or DDCI 


14 July 1958 


1° There is quoted below a copy of memorandum to al], Divisions 
Staffs* Office of the Comptroller g dated 29 December 1955* signed by 
the Acting Comptroller 0 


’’This is to advise you that in the future* all papers submitted 
for DD/S* DCI* or DDCI action requiring signature denoting 
approval will contain in the final paragraph a recommendation 
which clearly briefs the action recommendedo Such paper shall 
further contain the words in the place provided for DD/S s DCI, 
0r DDCI signature: "The recommendationCs) in paragraph is 
(are) approved© 011 


2 0 In compliance with the above* the final paragraph of all 
memoranda requesting approval of actions by the DD/S, DDCI or DCI will 
be worded in the following manners 

"If you approve of the recommendation set forth in paragraph 
please so indicate by affixing your signature in the 
space provided below* and forward this document to for 
inclusion in the files supporting the action taken©* 

Concurrences: (2) 


Comptroller 


DD/S 


The recommeadation(s) in paragraph is (are) approved© jV 



a. co 


« o 


C3 C3 
£ £ 
a © o 


DCI 


(1) Ordinarily the Office of Comptroller or DD/S„ 
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FIM.KCE DIVISION NOTICE: 59 


14 July 1958 


SUBJECT s Accounting for Funds Furnished Agents Rsnetrating 
Denied Areas 

HEFEHENCEs Memo for Comptroller from Chief 0 Finance Division® 
dated 11 April 1955 s above subjecto 


lo The Deputy Comptroller has advised that the procedure and 
policy set forth in reference has received concurrence of the 
Comptroller and Chief® Audit Staffs 


4 -, The policy and procedure outlined in reference will be 
formalised through release of a Comptroller Instruction and/or 
amendment of regulations® as appropriate* In the meantime® Finance 
Division will be governed by reference memorandum in processing 
accountings for funds furnished agents penetrating denied areas® 
including the resupply of agents in such areas 



Acting Chief® Finance Division 


cc: SR 

ATTN: MM 
C s:*np trolle-r^^ 
Chief® Audit Staff 
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FI MUGS DIVISION NOTICE: $8 U July 1958 

SUBJECT: Per Diesa Allowance During Headquarters Debriefing Bsriod for 
Ensployees fin turning from Overseas for Has© Leave and PCS 
Transfer to Washington 


lo Your attention is directed to Paragraph 4 of Attachment B which 
in part states H It is the opinion of tide office that per diem for the 
periods of consultation in Baadqu&rteru stay be paid to employees of this 
Agency who are being returned fro® overseas on home leave ard PCS transfer 
to Headquarters providing there is appj-opriate authority foi such payment 
in the transfer orders and providing consultation is held prior to the 
employee's assumption of his duties in headquarters pursuant to his new 
assignment** „ 


2o Paragraph 3 of Attachment A sots forth a criteria to be used in 
authorizing per diem allowances at Headquarters during the debriefing 
periods 

3o It is requested that you bring to the attention of the Chief 
or Deputy Chief of the Finance Division for consideration and approval,, 
all cases which cannot be handled within the limitations contained in 
Attachments A and B 0 


Attachments A and B 
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20 September 1954 


MEMOMMDDM FOR; Deputy Director {Plans) 

Deputy Director (intelligence) 

Assistant Director for Jbraoonal 
Assistant Director for CammunicRtioaB 
Director of Training 

SUBJECT j Bar Diem Allowance During Headquarters Debriefing 

Period for Eknployees Returning from Oversea for 
Home Leave and HJS Transfer to Washington 


lr. A discussion of the above subject by an Assistant General 
Counsel has been reproduced and is attached for your Infora&tlociu 

2n Tills office will take the initiative in foraulatlon policy 
in this connection and ultimately publishing it in an appropriate 
manner o 

3„ Until such time as formal publication and distribution can 
be accomplished,- it is desired that the following criteria be used in 
authorising per dies; allowances for the purpose outlined above: 

a« Travel orders should not c aa a routine me nage provide 
a period for TDY and debriefing B but should require TDY at head 
quarters only when debriefing is essential prior to expiration 
of horns leave o 

be When it is essential, to require such TDI, it should bo 
limited to the minimum necessary a ad, in any event, net exceed 
10 working dsys 0 

Co Bending the formulation and publication of additional 
information on the subject, it Is requested that you bring to the 
attention of this office for consideration and approve l those 
cases which cannot be handled within these lindtatlonf 0 


/&/ L 0 K. WIITE 
L« K. WHITE 
Deputy Director 
C Adminlstr* tioa) 


Attachment 
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10 September 1954 



MEMORANDUM FOR; 


SUBJECT : Par Diem Allowance During Headquarters Debriefing Reriod 

for Employees Returning from Overseas for Keane leave and 
PCS Transfer to Washington 

REFERENCE t Memo? dtdo 18 Aug c - 54? to SA/DD/A fr GGC? same subject 


lo You will recall that,, in the referenced memorandum? this office 
dealt with the question of whether an Agency employee who was being re 
turned frees overseas for home leave and PCS transfer to headquarters could 
be allowed per diem for a period of debriefing end consultation in head 
quarters prior to hie going on home leave. In paragraph 2 of that mem- 
orandum 9 we took the position that per diem was not allowable in these 
circumstances o We based this opinion on paragraph 46 of the Standardised 
Government Travel Regulations and on the well known rule in Government 
that per diem is not payable at a permanent duty station (5 Comp. Gen 
8?4 (1926); 24 Coop,, Gen,, 593 (1945)). 

2 Since the date of this memorandum? a decision of the Comptroller 
General has come to our attention which? contrary to the general rule? 
would appear to authorise payment of par diem in the cited circumstances - 
In 31 Comp,, Gen, 439 (1952) th® Comptroller General passed on a similar 
situation posed by the Department of State? In contending for the pey= 
ment of the per diem? the Department cited Section 103? 607(g) of the 
Foreign Service Regulations which authorizes payment of per diem to foreign 
service officers who are being returned from overseas for home leave and 
transfer to th® Department in Washington and were called into the Department 
for consultation prior to their going on home leave and prior to their as 
sumption of duties in Washington Cto page 440 of the opinion? there is 
stated ? 

"The case here involved may be distinguished from those in the 
decisions referred to? and others falling within the scope of 
the general rule? since under the administrative practice dee 
cribed 0 . « 0 o . . the employee °s presence in Washington for 
consultative purposes is not related or incident to his assump- 
tion of permanent duty at that place upon completion of his 
statutory leave? it being evident that he would be required to 
report for temporary duty in Washington regardless ®f whether 
that city was to be his future permanent station or not ,, a 
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We add the t 0 while the Comptroller General took no specific position in the 
length of time for which the per diem was authorized,, it was the practice 
of the Department to authorize its 


•’for a period not to exceed five working days unless the 
period extended into two work weeks in which event per 
diem was authorized in the intervening week endc" 

(31 Conpo Gen 439) 

3o For eom time past p it has been the policy of this Agency to 
have employees who are returning from overseas for home leava and PCS 
transfer to headquarters come to headquarters for debriefing prior to 
their going on l eave 0 ffrr diem has been paid for these pe riods under 
the authority of p and 

predecessor 

4o On the basis of the foregoing;, it la the opinion of Ms office 
that per dies for the periods of consultation in headquarters may be paid 
to employees of this Agency who ere being returned from overseas on home 
leave and PCS transfer to headquarters providing there is appropriate 
authority for such payment in the transfer orders and providing consul 
t&tlon is held prior to the employee ti s assumption of his duties in head 
quarters pursuant to his new assignment,, As for the length of tim» for 
which per diem should be allowed, we believe that the cited practice in 
the State Department is an adequate guide,. To the extent that this mem- 
orandum differs in substance from our memorandum of 18 August 1954» you 
may be guided by this one Q 


25X1A 
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fimmis DIVISION NOTICE: 57 H July 1958 

SUBJECT: Recording of Refunds of qper&tioaal Advances 

Reference lo ma do to change #3 of the Manual of General Ledger 
Accounts wherein it wme provided that all funds advanced to or transferred 
to projects (other than. proprietaries) will be recorded as 

allotment expenditures,, It has been determined that the principle 
governing refunds of advances shall conform to that provided in Budget^ 
Treasury Regulation No, 1, Section 21, i,*^ as approprL^tione refund*,, 
Accordingly 6 it is requested that the account description appearing on 
page Eleven (ll) of the Manual of General Ledger Accounts (Account 142»2) 
be extended to provide: 


'’’Credits representing refund* of unexpended balances of 
advances will be treated a* appropriation refunds,, The 
refunds will be recorded as reverse expenditures to the 
allotment account from which the advance was made., " 



Acting Chief p Finance Division 


Formerly: FDN # 582 (A-72) } 
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FI MCE DIVISION NOTICE: 56 


. . ■' 

11 July 1958 


Memorandum for the Record p dated 28 January 1952,, signed by th® 
Executive Assistant to the Director ^ is quoted below: 

—<» «-**i ft \ 

B The Project Review Committee at its meeting on 25 January 1952 
directed that any amendment to & previously approved project must be 
approved by the RRC. This will include additional expenditure even 
though the amendment of such expenditure does not exceed $25 9 OOC.COe 



Formerly? FDH #328 (A=»42) 
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FINANCE DIVISION NOTICE; 55 11 July 1958 

SUBJECT ; Official JEa ter taim»«/i fc Expenses of Deputy Directors and 
thsir assistants (not Assistant Directors,, CIA) . 

REFERENCES Memorandum dated 7 August 1951 (Eft 2*0055) to the Deputy 
Directors from the Director of Central Intelligence c 


( , 


All Certifying Officers and all other Finance Division emnXoyees 
who may have official duties to perform in connection with the above 
subject^ should rsad and keep ©n hand a copy of referenced memorandum 
(Eft 2*0055) o Questions regarding this subject should be referred to 
the Chiefs Finance Division, 


Formerly; FD # 237 (A-24) 
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■W FINANCE DIVISION NOTICE: 53 

SUBJECT s Travel and Operational Advances 
25X1 A REFERENCE: ■■■■■■■II 


11 July 1958 


I® It is evident that in the past advances have been made without 
adequate explanation on the Request for Advance form 0 Suet, general 
statements as '’operational reasons'® and "operational development" should 
not be considered as adequate informaticno Specifically, <ach Certifying 
Officer should ascertain the exact reason for which the advance is 
requested 8 ioOo 8 Ca) are the funds to be used for payment of compensation 
to agent} (b) for agent expenses} (c) for staff case officers travel in 
connection with (a) and (b)« Also, the Certifying Officer must ascertain 
if the amount requested Is not in excess of the required arount to 
accomplish the mlsslono 

2„ The time element regarding the accounting is also extremely 
important and it is desirable to impress upon the Individual that an 
accounting for the advance oust bo mad© in tine to contorts to the eetab=> 
lishsd due date for suoh accountingo It will be the responsibility of 
th® Approving Officer to make sure that a realistic due data is shown on 
the Request for Advance,, In some instances., a staff case officer will 
request a travel advance and an operational advance on the same document, 
which may be entirely in order, and if a breakdown of the figure is not 
furnished he should be requested to furnish same before thf< advance is 
givea 0 

3c Attention is invited to the fact that advances for procurement 
of supplies and equipment are prohibited by regulations unless prior 
written approval of the .Procurement Office is on hands k request for 
an advance covering the procurement of material not having such concurrence 
should be refused and the requesting officer advised to direct a requisition 
to th® Procurement Office,, 


Acting Chief, Fintnc© Del vision 
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n July 1958 


FINANCE DIVISION NOTICE NO,, 52 

SUBJECT: Procedure for Handling Spoiled or Voided Checka 


Effective immediately the following procedure will be uaed in 
the handling of spoiled or voided checks: 



a. All spoiled or voided checks , whether entered on the 
books of record or not, will be retained by the 
issuing Branch or Section until the end of each month. 

b. In those instances where checka are voided after having 
been entered on books of records it shall be the respon- 
sibility of the issuing Branch or Section to immediately 
make all adjusting entries necessary and to clearly 
state the action taken on each such voided check. 

c. At the end of each month and after having complied 
with sub-paragraphs a and b above, ail spoiled and 
voided checks will be forwarded by memorandums, 
referencing the appropriate bank account, to the 
Industrial Contract Audit Branch. 



25X1 A 
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FINANCE DIVISION NOTICE NO. 51 
MEt-IORANDt24 FOR; All Finance Division Person sal 
SUBJECT t Duty Of floors 



zrz 


lo The designated duty officer trill te on stand-by duty for the 
©Yitire «eek indicated* The normal tew* of duty is to 1800 Wednesday 
40 Q83 0 tha igno rin g ffednesdqy , Escept for Saturday, tee duty wiil * 
bs perfoim’d at' hone* On Saturday, tha duty officer will fee etatiowd 
In Room 10% Alcott Kail, between the houre of 0900 ani 1300* unless 
t sooner relieved by the officer era duty la tbs Office «f tte Ctea»treHer* 
Up«m relief, or after 1300 hours, the duty officer will resons stand-by 

duty at hmm * 




( 2. When assigned as duty officer , ifc if? mandatory that tte 

assigned officer maain at home between t he hours of c ^530 on.d 1.700 « • 
on Sunday and/or Holidays. Daring evening bvtirit, if tl» duty officer 
fi;yls^ it necessary to be away frosa bos®, sesattom there should ee able 
to tell, wbore the .'Individual may be reacted* If there will be no ox» 
at hcrae, tte duty officer should call tha Agency hatch Officer, 

?md advise him of the? number at which he may be reacted end the n«ur 
te will return and be available at his hare manifests 

3» A duty officer files containing ir^tru-etioas for the obtaining 
of cash for emergency disbursements find informtioa for contacting key 
personnel of the Finance Division has been pr spared® ais flio should 
bo obtained from the Office of the Chief, finance Division, during ' 
working hours of the day on which duty begins and should be returned 
promptly upon completion of the assigned period of duty* The duty 
officer should retain tte file containing hie instructions in his” office 
safe during his period of duty* In case tte duty officer Is unable 
to eetaply with a request for emergency service or requires advice <m 
official matter, he should contact 'fete undersigned or such otter 
persdra listed In tha duty officer file as he considers appropriate » 

4. Tte assignment of duty officers wall be announced by separate 
meiasrsndum, referenced to this Notice* 


25X1A 


Formerly; K0 #601 (A- 77) 
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9 July 1958 


FEME DIVISION NOTICE NO* 49 
SUBJECTS Building Evacuation Personnel 



I* This Notice supercedes Finance Division Notice No. 803 
C&4.04) dated 21 December 1955 => AH employees of the Finance 
Division will faaaiilaris© themselves with the instructions given 
in Farts I and IX of the CIA Building Emergency Plan and be 



guided accordingly. 

2* Attached is a current list ©f personnel assigned duties 


as Area Supervisors and Alternates for the Finance Division. Tho 
persons listed are responsible for the rooms indicated. 



25X1 A 


Attachment 
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S July 1958 

FINANCE DI\/ISI0H NOTICE NO. 48 

SUMECTs Minutes of Deputy Director (Support) Staff Meeting, 

22 August 1956 



There is quoted below a isemorandum for Comptroller* dated 
4 September 1956* signed by Acting Deputy Director (Sujiport): 

«lo Regarding paragraph 4 of subject minutes* 
it appears that General Cabell® s Office wtjuld life to 
hatre a copy of everything eexit to the Directors Office* 
whether for Information or action 0 


2* If the paper going forward to the DC I its 
being transmitted for Informati on only, a copy is 
routed to the DDCI simultaneously . 

3= If the paper requires action* DDCI is ai ded 
to the distribution and he will receive hie copy aftas? 
tlx-: Director has signed as either approving or dir- 
approving* 

4* The above instructions will apply oven while 
General Cabell is Acting Dirt: c tor of Central Intelligence 

5» As to attachments* if there is an extra copy 
of such a document they would appreciate having it. 
attached to the copy for tbs DDCI* However* if tire re 
is none available* it will not be necessary to male 
one especially for the DDCI as General Cabell can 
always borrow the attachment to the Director 9 s copy* 


(signed) H, Gates Lloyd 
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Ho GATES LLOYD 
Acting Deputy Director 
(Support; 



Chief* Finance Division 


Formerly: 


FD #892, A-128 
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SUBJECT s Csllseti«i of Salary, Allowance, Differ © -itial , 


et 


i 

July 1953 
„ tJvsxpaysaeiits 
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Is Tlie following procedures will be observed by Finance Br.ylsrloa In tfes 
e«&le©ti. 0 E of overpayments of salary, allowances, ote- s 
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Cl) Collection will fce effected by deduction of any nnooBta pay«» 
by Ifejadq^artore on the first peyroUCs) 'paper^red after *werpayres.u& 
is established. 

(2) The employae or agesxi will he noticed by dispatch or U 9 i»»a.'. 
6im s stsaataaBonaSy with the deduction action, of the action taken and 
the reason therefor. Aim, Payroll Chang® Fotioos will reflect the action 
taken and will ho transmitted under standard operating l*rw cduro •> 

?\rlm te 

sCJt 



Clog 


(1) Collection will be effected by deduction on the curroafc pay« 
roll of ary amounts payable by Headquarters. 

(2) In addition to release of aoanssal Fayroll Cheap® Kotlcs. the 
employs® or agent will bo notified by dispatch or asemorrndtim. 8frduXta«» 
ceonsiy with the deduction action, of the action taken sad 'the reason 
therefor. 

e. Overpayment* Amounting to Hare Thau. G20.00 Disc cy&red After the 

a iwtt-r&vttmmiis ^ ^ j&t xz0< • iftjyai -at .-*,■ '^txsta .tupitti'WM .*•**.»< tv**- mmuu- na^ai Jtv 


(l) Imodiately upon determination that an owrpap&ent has oecurrad., 
the employes or agent will be notified of the orerpaynest by dispatch or 
memorandum over the signature of Chief, K •sauce Division. ‘ The notice of 
overpa^mseFsct wills 

(a) Sot forth full details of tha overpayment, including tfc® 
asstfeod ©f calculating th?* awsnmf^ 

Cb) Beqpasffc refhnd of the full anoonb within sixty days ffecn 
'th© date of the notice . 

(c) Advise that if refund in fsiil, or aa adaptable plan »f 
settlement, i« not received within s&xw days f ram the data of di»« 
patch or Kectc^aMwsi that the sasoiast of ‘ 5 fca indabfcfxltisua will fee 
deducted fix© gross feasi® eeog&xtsatle® at the arjocfr repulju? pay period 
following the sixty day limitation. 




1 
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(d) la the event that the Indebtedness to be collected by pay- 
roll deductions exceeds two-thirds of the Agency basic gross ©oHipesa- 
cation, deductions will be limited to two-thirds of the gross basic 
compensation, except In those instances where greater deductions 
are necessary to effect collection within the anticipated period of 
empleymaato In those cases where the full indebtedness la not col- 
lected by a single deduction, advice to the employee or agent will 
state the amount which will be withheld from his pay in the event 
of failure to refund the indebtedness In follt, 

2* 3k ary ease where an employee or agent protests action taken in accord- 
ance with the above, the matter will fee liaoediatoly called to the attention of 
the spssrapriLat© &&nch Chief of th© Finance Division* 



25X1A 


Fonsarly: FD #874, A-123 
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a Jtaly 1958 


Fimm division notice no. 46 

SUBJECT: Preparation of Dispatches 


lo Hhan reviewing dispatches it is ffceauently necessary to 
rg>ad the entire dispatch to determine what action^ if any, is 
required* Bequests buried in the general discussion are easily 
overlooked., Xf the action required is specifically auiwsriiBed" 
the beginning ®.f the dispatch,, supervisory officers can 
better ensure prosaist disposition. 

2v ‘Therefore „ effective inK»diatoly 9 an additional line 
entitled ‘‘ACTION REQUIRED** Hill be utilised on dieentche;? follow® 
%**& the SUBJECT and REFERENCE headings as afcnwa in the anomie 
foaaaat bslows 


r *:?0 

FBCH 

SUBJECT 


Chief ©f Station. 

“ Vf^MniV 'Mtr VTf.1 

Finance Division 
GENERAL - Administrative 


SPECIFIC *» Supplemental Directions for 
Preparation of Dispatches 

USFEHEMCJS: FRebnok 

ACTigg BgCgrigEp ; Revision of dispatch format. 


. . x;coxx:«cK>^OGr^f-,'x:»:oxs}(.x>. x .ror* xtxxxx raa ckzxx* 



Fecnwlys FD m% a A -118 
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FHimCE DIVISION KOTICE MO. 45 


? duly 1958 


SUBJECT? Dsj f init ion , Vital Document 
REF' • FDOP #5-100-10 



! 



fte following quoted memoranda dated 7 September 1955 .from the 
Area Reeords Officer,;, Comptroller 9 s Office,, ia suggested ss a guide 
Ixx complying with the provisions of reference! procedure* Paragraph 
3 of the memorandum suggests that ^Identifying keys should by made a 
part of the index* 9 * It is felt to be more appropriate to Include the 
keys with the Individual IBM listings to facilitate the .tomsdiate 
identification of information at such time as a»v part if; alar Vital 
Record is needed* 


Jj 


J 






« 1 * 


Reference is ma^o to nemorandua dated 5 August, 1955 


from the Chief, Monetary Branch in which a request ,ns msds for 
an elaborate definition o? a vital document* 

Finstnce Division Vital Doevsnents unay be described as 
documents that would be required to carry out tbs functions of 
tife} Division 1 rssii a relocation site and '> 7 iti;icjut access Ivo docu- 
ments now maintained at Headquarters* Tub functions In relation 
to finance activities at field stations should also be fapt in 
iidndt, Records that protect tho rights of individuals are" 
classified as vital* 

3o It should ba kept In mind that the records filed in 
tte Repository should be clearly identified, in order to amble 
non-Flnance Division employees (Jbergeney Kten Eapl.oyees) to 
proceed with the functions and activities previously car ried 
out by finance personnel. IBM listings (should be ^sorted by 
an identifying key to the different colunns* Identify irg key’s 
should be made a part of the Index* Applicable teulTOciiona 
or Pirnnes Division Operating Procedures that would facilitate 
In carrying out tho functions should bo deposited, 

4* The Vital Materials Repository is not a storage facility 
for inactive records or records of hi.3toi.dcal value* Orly essential 
documents should be deposited due to space limitations „ 

5 c It is hoped that tbs s© eccajenta will assist ir seise ting 
material for deposit in the Repository* 
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7 July 1958 

FINANCE DIVISION NOTICE NO* 44 

SUBJBCTs Assignation of Finance Division Authorized Clarifiers 
i Comptroller Instruction No, 7 


6 


.A 


' 0 


(M 


J 


m order to provide for the control of information or material 
and to ensure the protection of classified infomation or material 
eg^mauttartod di8s:! - OOUK >» tto incumbents ot the positions 

de * 1 « na ^? « Authorized OUsstnerTfor 
10 ^ :man ce Division to carry out the provisions of HttMHjHM 



Chief and Deputy Chief 
Chief and Deputy Chief 

Chief and Deputy Chief 

Chief and Deputy Chief 
Chief and Deputy Chief 

Certifying Officers 


Accounts Branch 
Compensation and Tax 
Accounts Branch 
Industrial Contract 
Audit Branch 
Monetary Branch 
Operations & Liaison 
Branch 

Operations & Liaison 
Branch 


Fenoerlyt FD #719, A-93 



J 


IS 


/25X1A 


25X1 A 


W 
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FINANCE DIVISION NOTICE NO. 43 


7 July 1958 



SUBJECTS Separation of Unemplcyaent Compensation (Haims 
(Foms ES-931) 


lo All Unemplo^taent Cceapensation Claims (Forms SS-931) 
proeeawdbgttoFinane© Division will be signed :ln tie name 
25X1 A of using the title ” Authorized Cortifying 

OffleePniythepersoti completing the Form* 

2o Re oponsibility for compiling the necessary information, 
as well as the preparation and mailing of claims within the 
prescribed four-day period, win continue to be the responsibility 
of the appropriate payron office which processed the claimant's 
salary account at the time of his termination from the Agency., 




25X1A 


Fossssrlyi FD #705* A-91 



D DSOLp^- ■ ; ;; ^ 
IffiASS" - ■ • 



Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 





Approved Fofcfitelease 2001/08/29 




8- 3 0574^D00700030001 -9 


^ 


^ S °*, SnCh Peceipt ' 8 6hovld t** similarly scared upon 
completion of audit end prior to placing in file,, F 

nrn+w‘\«» I N ls . 1 * sponsibility of each supervisor to insure that this 
matter is brought to the attention of each employee under his supervision,, 



25X1 C 


Fomsrljs FD #535* A~62 


CONFIDENTIAL 
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* ? July 1958 

FINANCE DIVISION NOTICE NO® 41 


SUBJECT! Preparation of Correspondence and Route -Slips 


yyy 

w 



1® It has been noticed that s ease confusion exists in fete preparation 
of correspondence and route slips p not only for distribution within the 
Finance Division but also for raaterial to be transmitted to other office d« 



2® Iiuch of this confusion and resultant delay can be eliminated if 
all correspondence in the Finance Division in prepared in accordance with 
the following instructions s 



a 0 Form No* 241 should be used cnJ-jr for distribution 
within the Finance Division* ’~A11 rough drafts., 
information copies* and otter miscellaneous memoranda, 
should carry this Form* Kowevor* whan eoz*re spoil. denes 
is addressed to more than one individual® Form Fo® 

237 should be used* 


b* Form No* 237 should be used on till correspondence and/or 
forms routed to more then one person, office or on that 
which is to be transmitted outside the Finance Division® 
In all cases* proper classification should be ehected® 
top and bottom; and it should t*> indicated the material 
is from "Finance Division"* When material is distributed 
within the Finance Division by this fora* the originator 
should be indicated* 


In si \ cases® room number and building must bo shown for the addressee (e)® 


i. 




3o When preparing memoranda or other correspondence for transmission 
outside this Division, attention is directed to tte various sample memoranda 
shijwn in 'tte Correspondence Manual® a copy of which was furnished the Office 
of each Branch Chief® 


4® There are attached sample transmittal slips for attachment to 
appropriate correspondence® 


DPP. REV DflTE P^/by / i^ BY Q189&.5 
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25X1A 


Foraorlys FD #378* A-50 
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FINANCE DIVISION NOT ICS NO 40 

SUBJECT ; Post'. Office Boxes 

iSECISSIONs FD Notice No 40, dated 7 July W53 
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7 July 1958 


FINANCE DIVISION NOTICE NO. 39 

SUBJECT: Emphasis of Certain Monetary Branch Responsibilities 





' 1 i 

' ■ i 

. - 

rv. .. . ■ : 


In addition to the inherent responsibilities, the Chief, Monetary 
Branch is responsible for proper handling of funds of all activities of 
the Finance Division in the following specific capacities: 

(a) Ensuring that proper safekeeping facilities are avail- 
able and utilized in accordance with the accepted 
requirements for protecting funds against loss. 



■it " i 

W- 


(b) Ensuring that proper safekeeping practices and pro- 
cedures are employed in the handling of funds in day- 
to-day operations. 


;c) Ensuring that adequate protection, armed protection 
when necessary, is afforded funds in transit between 
the Finance Division and external points. 


(d) Ensuring the coordination of activities of the Monetary 
Branch, to the extent practicable, to provide the most 
efficient utilization of personnel, space and facilities. 

25X1 A 

(e) Supervising the technical management over all funds 



their proper and most efficient utilization in disbursing 

and funding activities, whether in cash, by check, or 25X1 A 

in bank accounts. 



Acting Chief, Finance Division 


Fo*?n®rly* FD #227, A-17 
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20 June 1958 


FINANCE DIVISION NOTICE NOo 


SUBJECT ; Rescission of Certain Notices Issued Prior 

to 19 November 1956 

REFERENCE; Finance Division Notice No 0 2 P dated 

19 November 1957 


la Attached is a list of Finance Division Notices 
which identify those FD Notices issued prior to 19 November 
1956 0 which should be placed in one of tlis following 
categories; 

ao Notices which are obsolete and should 
be rescinded 

b 0 Notices which are in used of revision 

Co Notices which are to be reissued without 
change 

do Notices which should be incorporated into 
a current Notice or PDOP 

2o Notices which are in need of revision and notices 
which are to be reissued without change will be published 
Into the current series of Finance Division Notices as soon 
as all are received in the Office of the Chief, 




25X1A 


/ 
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Attacbsseat to FB Notice 



20 


Motioes Which Are Obsolete 
and Should Bs Rescinded 


notices Which Are 3h 
Heed of Revision 


Notices Which Are To 3s Sotiees To Be Incorporated 
Bciaausd Without Change Into Current Notice or FDOP 


A~2 

A- 39 

— 'A— 82 

A-l 

A-24 

A-3 

A-41 

— A-84 

A-9 

A-42 

A-5 

A— />3 

^A-85 

A-10 

A-45 

A-6 

A-44 

--A-86 

A-14 

A-46 

A-7 

A-47 

^87 

A~l? 

A- 54 

A*»8 

A-49 

-—A— 88 

A-21 

A-62 

A-n 

A-51 

— A-89 

A-28 

A-72 

A-12 

A- 52 

^-A--90 

A-29 

— • -A-76 

A-13 

A-53 

/A-92 

A-34 

-A-81 

A-15 

A-55 

-A- 97 

A-40 

__-A~83 

A-16 

A- 56 

A-101 

A-48 

A-94 

A-18 

A-57 

A— 102 

A-50 

-"TL-98 

A-19 

A- 58 

,-*-109 

A-64 

A-100 

A-20 

A--59 

A-lll 

A-66 

- — *»105 

A-22 

A-60 

--A-115 

A-70 

A-108 

A-23 

A-61 

„.'A-117 

— -A-75 

— A-110 

A-25 

Af-63 

-A-119 

A-77 

— A-112 

A-26 

A-6 5 

^A-120 

--A-91 

— *-113 

A-27 

A-6? 

-A-121 

-"A-93 

— A-116 

A-30 

A— 60 

_-A*;i22 

^-A-95 

— A-125 

A-31 

A-69 

— A-123 

--*-96 

— A-126 

A-32 

A-n 

^A~124 

- A-99 

-A-128 

A--33 

A-73 

^tr -127 

— A-103 

—TP-132 

A-35 

A-?4 

^A-129 

--*-104 

— A-133 

A-36 

~~A-78 

A-130 

— 'A-106 

— 'A-135 

A-37 

— A-79 

^-A-131 

-'A-107 

—*-137 

A- 38 

A-8G 

- — *-134 

A-114 

-A-138 



— A-136 
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1- Although subject regulations are dated during October 1957, they 
were not received by the operating elements of Finance Division until 
15 January 1958 0 Accordingly, except in those instances wherein the regu- 
lations reflect specific effective dates relating to per diem rates, the 
provisions of the regulation will be applied in the audit and certification 
of c l a ims to official travel performed on and after 15 January 1958. 

2„ Claims covering official travel performed prior to 15 January 1958 
will be processed in accordance with regulations superseded by subject regu- 
lations and no re-examination and adjustment of prior claims uni be under- 
take n 0 



BCG VY 

ft?:tR ! 



REV DATE 
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19 November 1957 


CONFIDENTIAL 



3o!%! 


wmmuB m nsiQii notice no; 29 

SIBJEGTs Use of tt. accompanied Baggie AutT. jrisation 


25X1 A 


25X1A 

25X1A 

25X1A 


Quoted below an its entirety :‘us the Of: 
decision <-3C 7-l*2£b, dated 16 CtetoV -r 1957. 
inquiry mt de by tho Finance Division.* The; • 
principle qaestionss, the answers to //hlch a 

a. An eccesss baggage euftharlsaii 

used to transport perianal of 
not necessaiy to the r '•rfenj.n 
Temporary Duty. 

b« An i: - jdivio.ual cannot case a o' 
gomcisnent upon a previous n-:t 
or u;oon misleading statement.') 
officers? Payjjssntf3 ef claim 
government must be snrportetl 
the legislature* 


*ice of General Counsel 
. which is in answer to an 
iecieion discusses two 
y be summarized as follows ^ 

«n may not be 
:‘ects which are 
ice of the 


'.aim against the 
irsra of dealing 
made by Agency 
against the 
y authority frctx 


3 2 


Tbs i eeision is as follows: 

rKrioranduffi. of 19 Aug;?. 
**y for the cost ship* 

t:onn:ictio:a with a xDf assignment. In cause 
to urt of .:&8 claim raised several oi nations 
we have e: uswsred him separately;, with the h 
technical exposition below would, be less sx. 
united to yours, inc luding dlstril ion out 
copy of ©ir .reply to attae's 



it 1957 forwarding a claim 
■r-g excess bagg age in. 

presentation 

not of a purely legal nature" 
ioiight that the perhaps more 
Lied to hio purposes and more 
of you?? own office. A 

id a 


>2?XflA 


•*2» !he existing forts of th? 
’.ms osaig/»d W1 to a succession c 
3» travel order (FE dfl 

tjton via Hong Kong. 

The tiv.yal order auth 
had no air freight a? 
•usd the I .'eight in question was oil 
■rf tmti*|r>rting this freight from ax 
' r ,Ts Approving Officer, but except: 
the ipyoun-is of want of authority. 



rase ap:*ar to 'be theses 

far Es rt posts, the last of which was 
i anti: yxixmd return travel | 

wished to take annual leave 

?ed IS riounrts anacocmpanied air freight, 
; s 2 b2.f0j.fi his arrival at Hong Kong, 
irsd ttnjfSo Reimbursement for the cost 
.'g Ebro to Washington was approved by 
was taken by the Finance Division on 


25X1A 


25X1A 


25X1 A 






"his travel was 



\ 
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n 8» The law as stated above is supported by numerous court opinions, 
from one .which, that of the Supreme Court in the case of Federal Crop 
Insurance C orporation v . Merr ill. 332 US 380,. 92 L Ed 10 (1947), we quote: 

" Whatever the form in which the Gavemaent functions, 
anyoz ■ entering into an arrangament with tlie Government 
tateesj the risk of having accurately ascertained that he 
who purports to aet for the Government stays within the 
bounc of his authority. The scope of this authority may 
be explicitly defined by Congress or be limited by dele- 
gated legislation, properly exercised through the rule- 
making power. Asad this is so even though, as here, the 
agent, himself may have been, unaware of the limitations 
upon his authority. 

' » • o the. . .Regulations ware binding on all who 
sought to come within the. . .Act, regardless of actual 
knowledge of what is in the Regulations or of the hard- 
ship resulting from, innocent ignorance. The oft-quoted 
obsei nation in Reck Island, A. & L. R. Go. v» United 
State r. 254 US 141, 143, 65 L 3d 188, 189, 41 S Ct 55, 
that • !-fen must turn square corners vhon they deal with 
the CtoverrsBent 1 *, does not reflect a callous outlook. 

It nsr.Tsly expresses the duty of all courts to observe 
the conditions defined by Congress for charging the 
public treasury.® 

n 9® It will be clear from the above that the payment of ary claim 
against the Government must be supported by authority from the legislature. 
;Cn the abfsense of such authority, equitable arguments, such as reliance 
on a previous course of dealing or on misleading statements of officers, 
can haw t-e effect. As we advised the claimant in this case, 8 the 
responsible official presumably gives the best guidance he can as to what 
the Gowri jiant can reimburse and what it will not, but he cannot create 
ouch authority where there is none, nor can reliance on his mistaken 
assurances justify an unauthorized payment.® 

W 10 B ¥a see from this how important it is that administrative personnel 
he well irtfcmaed in their fields so that employees will not suffer economi- 
cally fmi poor guidance » By the same token each employee must realize 
that Agen t* officers can only grant that which they have authority to grant 
■and there is always some risk that someone m;iy misstate that authority. 

111. We cannot tell whether the claimant here was misled by anyone 
with evwn apparent authority? but for the reasons given in paragraph 9 
above sue it a finding Is not necessary to our decision. An administrative 
determination ms made that the freight In question was something other 
than that authorized by regulation to be transported at Government expense. 

In our opinion, for 
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Ih oar opinion* for tbs : msonu r.-uated in. paragrraSis 4 and 9 ®jh3V% 
tbe Finance Division eos jatly evaded the law to tlmt dst sianinat&Ki 
and preparly disalloHsd -is elavv. 



Office > f jQnarsS. Ckamsel* 



Chief s Maanee Df.vitjinn 



25X1A 


25X1A 
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12 September 


CONFIDENTIAL 


H 

FINANCE DIVISION NOTICE NO. 28 
SUBJECT: Hem® Service Transfer Allowance 




Under date of 22 August 1957 the Office ©f General Counsel rendered an 
©pinion ((XK7/B==784l(a)) pertaining t@ the reimbursement f@r the temperary 
lodging pertien @f the heme service transfer allowance. The ©pinion is ' 
quoted as follows: 



ss l® Mr. (= ■=> =) has submitted a claim for reimbursement ©f $175.50 for 
the temporary lodging portion of the hems sorvic© transfer allowance. The 
claim covers rent and utilities on a house occupied temporarily pending 
completion of renovations on another teuse which he had rented under a 
long-term lease. The beaus as arts next a ©or t® each other and the lease covered 
the period of occupancy of the t®aip®rary quarters as well as the permanent 
quarters. In view @f the fast that the interim quarters were apparently 
provided in lieu ®f quarters to be occupied on a long-term basis as part ®f 
a single leasing arrangement, you question whether it is legally proper to 
reimburse subject for the temporary lodging expense claimed « 

”2. Paragraph 252.12 ®f the Standardized Government Travel Regulations 
states that the temporary lodging portion ©f the tense service transfer allowance 
^pfis designed to offset the cost ©f room and bath (including utilities) at 
hotels @r other temporary lodging ordinarily used by Government employees 
arriving at a post in the continental United States, The regulations ala© 
provide that s>. house or apartment may not be designated as temporary lodging* 
unless the head of the agency agrees that it .Is occupied ®n a temporary basis. 


"3® It is quite clea. that Mr. (~ ■=■ =*) did occupy the quarters for which 
he claims temporary lodging allowance on a temporary basis. If he had chosen 
t© take quarters for this period in a house located elsewhere ©r one nst 
owned by the same landlord, @r even if the leasing arrangements had been 
separate, we doubt if the question presented here would have arisen. The 
important consideration is not the leasing arrangement or ownership of the 
property but the actual temporary or permanent occupancy of the quarters. There 
is no question that the quarters for which an allowance is claimed were actually 
occupied on a temporary basis as the tenant had originally planned. 


This Office will interpose no legal objection t® certification and 
payment of this claim. We think it a matter for administrative determination 
whether ©r not quarters of this kind should be considered temporary lodging for 
purposes ©f the home service transfer allowance. 


by jll89££ 

type — U — — 
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Chief , Finance Division 
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FUME DIVISION NOTICE NO. 2? 


30 August 1957 


SUBJECTS Military Details 8 Baggage; Allowances Authorized Under 
Latter i s a? Authorization 



A Jnemoraiadtaj^ dated 14 August 1957, from the Chief , Contract Personnel 
Division to th© MSfiADD/S is quoted below in its entirety ■ It 5 s provisions 
are to be applied in the processing of documents pertaining to the travel 
of detailed military personnel „ 


n M 0 snrarandm For* 5SA-W/S 

Attention * 

Subject $ Military Details 8 Baggage Allowances Authorised 

Under Letters at Authorisation 


lo It is requested that you disseminate to the 3© DD/P components 
concerned the fallowing change in procedural policy regarding personal 
baggage weight allowances for military personnel detailed to fthls agency o 


2 0 Tn those instances where the travel and traaspartati.cn provisions 
of a Letter of Authorization are based upon, the Joint Travel legislations 
and regulations cf parent service, the applicable personal baggage 
weight allowance should be determined by consulting Army Regulation 
55— 7L, also known as Air Force Regulator! 73-33, dated 2 July 1956, qp 
superseding authcrity® 

3© It is to be noted that said regulation in paragraph 6(b)(3), 
entitled B Baggage to Accompany Air Traveler^ 1 deals vith both normal 
and additional weight sllcwancosa The amount of th® additional weight 
allowances up to the allowable maximum is determined on the basis of 
the circumstances ; involved o Henceforth, the LQA viH no longer 
specify the amour t of additional air baggage authorised 0 The amount 
authorized as additional baggage and the authority under which the 
determination was made shall be specifically set forth in the travel 
order o Frovielons in extant LQMs which specifically authorize addi- 
tional tmaccoaperied baggage may be amended by an appropriate travel 
wdero Th® field should ba notified of this change as seen as possible c 
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* 4o It should be dearly understood that the use cf the travel 
cedcr in this instance (personal baggage) is not a deviation £rosa 
Agency policy that the LQ&. is She authorising document and the travel 
order the implementing document 0 n 



« 



l r^,n ; r r r \.r r . ?t ; . ? 


Ut'U iJt 


25X1A 
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26 August 1957 


A' 

FINANCE DIVISION NOTICE #26 

SUBJECTS Preparation of Dispatches to be Released by the 
Office of Communications 

When preparing dispatches which will be released by the Office of 
Communications,!, please prepare and slop two (2) official copieso This 
request comes directly from the Office of Communications o 


. / 



( 



25X1A 



w 
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W 22 August 1957 


FINANCE DIVISION NOTICE NO. 25 

SUBJECT: Seme Leave Travel and Transpertatien Expenses 


/iris 


/ / 1 17 

A /A 

•A.'V / }, 


Under date of 15 August 1957 the Office ®f General Counsel rendered an 
opinion (QGC/B=7822) pertaining t@ the reimbursement for travel and trans 
p@rtati@n costs. The ©pinion is quoted as 



"1, You have requested @ur views as t© whether Mr. may be 

reimbursed fb;o' travel and transportation costs in connection with his 
journey from where he was stationed PCS, to California for purpose s[ 

®f annual leave in May 1957, and return to headquarters enroute to another 
PCS assignment overseas, this under the provisions of the Administrative 
Expense Act of 1946, as amended (5 USCA 73b- -3 ) . That Act authorizes the 
payment ®S travel and transportation costs for persons stationed outside 
the continental United States "to the places ©f actual residence at time 
of appointment ®r transfer to such overseas post Of duty", when the travel 
is for the purpose of taking leave prior to serving another tour of duty 
at th® same dr another overseas post. It appears that travel of Mr. (- - -=), i 
which has been performed, fits the requirement of Section 73b=3 if Californiaj ^ J 
was his place of actual residence. 


!/)•— 


"2. At the tiios he wa. assigned to (** - -) had bean with 

the Agency for a number of years aid had serve^sevoral months in Washington 
upon his return from anot her overseas PCS assignment. Consequently, he was 
a transferee the place of actual residence controlling in his^'* 

case is that at HSjae of... transfer 5 , rather than time of appointment* 



"3. Mr. .(«•*=* -*) was born in California and grew up there. His mother 
aid sister still live there and he returns t® California ©n vacations, between 
jobs, and at other times. He lived at various points in the United States 
aid South America since college, with the FBI and in private business (1940 to 
1951). He d@es not own a home in the United States ®r elsewhere and he is not 
a registered voter. Documents in his personnel folder include the CIA PHS and 
appointment affidavits and personnel actions with CIA and the Economic 
Stablization Agency, far whom he worked for about six months immediately prior 
t® appointment with CIA. These documents were prepared during the severed 
months between his refc-irn from South America (1950), where he had been in 
private business, and the half year ®f private employment in New York, several 
months with the Economic Stabilisation Agency add the first few weeks of CIA 
employment. During this period, he was living in a New York hotel, staying with 
friends in Chevy Chase, and, finally, living in a house in Falls Church, and the 
addresses and legal residences listed in the documents reflect this. These 
documents in themselves, ©f course, would not determine place ®f actual residence, 
but In any event, Mr, (<=><=>-), in November 1952, according to the CIA efficiency 



GNFIDENTIAL 
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^"^epert ©f that data, recorded a change In his legal address to California. 

25X1A See in this regard Comp. Gen. Decision B=129287, October 25, 1956, which 
holds that when residence is incorrectly indicated in personnel documents 
the^csy bo corrected. Thereafter in 1954, subsequent to PCS duty in 

he was authorized and performed home leave travel to California. 

Although that travel was under the CIA Act, which does not limit leave 
travel t© the place of actual residence, it is nevertheless another link 
with California and contributes to the pattern ©f continuing association 
and connection with California. In 1956, he was in Washington on TDI and at 
that time roquastedandvas authorized leave travel to California upon 
25X1 A conclusion of the tour, the travel which is new the subject of 

question* 

”4. W® think the expenses here, if otherwise proper, nay be allowed. 

Mr. («= - *») had had only brief assignments in Washington during his several 
years withthsAgenoy and the Washington assignment from which he was trenr » 

25X1 A f erred t@^^|^|^|was for only 7 months. The Comptroller General has ruled that 

the place of actual residence at time of transfer is not always the place 
frem which transferred and that “the law does not restrict the payment of 
, heme leave travel expenses to that place 0 . (35 Comp . Safi. 101,103). In 

that case the individual was hired initially in Boston from his Rhode Island 
home and thereafter served for several brief periods at different places 
in the United States, the final post prior to an overseas assignment being 
in Kansas City j the Comptroller General accepted the determination of the 
'apartment involved that toe place of actual residence was Rhode Island and 
^boted the department °s statement that the employee !i has no interest in the 
station from which transferred 0 . In another cs.ee, of an individual living 
in Chattanooga, who was recalled into active duty with the Navy and assigned 
t© Washington and upon release by the Navy, employed in Panama by the Panama 
Canal Company, the Comptroller General authorized payment of travel from 
Chattanooga and noted that upon leaving Washington, the individual closed his 
residence 5 with no intention of resuming residence there 0 (BA3L 24492, September 
21, 1955). In B-129287 .(mentioned in paragraph 3 abwa), in which the 
Comptroller General permitted correction ©f personnel documents in order to 
show the correct residence, the situation had important similarities with 
-the (— « — ) ease (although there are ala® s@me differences). The individual 
had resided in California from 1911 until October 1950. At that time he was 
transferred to Arkansas and @n October 11, 1952, to Washington. On December 
29, 1953, he was transferred overseas pursuant t© an employee agreement which 
recorded his place of actual residence as Clifton, Virginia, which was the place 
at which he lived for tw© of the 16 months he was stationed in Washington. Here 
also the mother and other family continued to live in California; only a few 
months were served in Washington; and some personnel documents did list 
California as the legal ©r voting residence. 

"5. None @f these cases, we think, precisely parallels that of 1ft*. (<=•--). 
but they all reflect the liveral attitude which a representative ©f the legal 
staff of the General Accounting Office advises us the Comptroller General has 
towards the Act. All emphasize the temporary nature of the assignment to the 
rilaoa from which transfer-rad and the lack ©f association and connection with 
place, hr. (- ~ «=>) travel would appear to be within the spirit of these 
rulings and may fee approved. 

- { i%'iUtHuAlX 
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5 a/e ' 
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"60 The foregoing and the decisions cited above of course would not 
mctnri that there would cot be other oases in which travel could act be 
approved o Indeed, it could be that in subsequent years, after other aai 
lengthier assignments in Washington, Mr. («=«=■*) also might not qualify for 
leave travel to California . That is, his circumstances could so change 
that his association or connection with the Washington area might well 
render Washington the place of actual residence* We would suggest, therefore, 
that steps be taken t© assure that employees 11 requests for heme leave travel 
be approved by headquarters, and not only the area division, in advance. 



25X1 A 
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M 

FINANCE DIVISION NOTICE NO. 24 

SDBJECTs Home Service Transfer AHowanc ©-^Temporary Lodging Portion 



25X1A 

25X1A 


1. The question has arisen as to whether , in the opinion of the 
General Counsel, payment of the temporary lodging portion of the horn® 
service transfer allowance is proper tinder the following circumstances. 

2. Upon reassigiaaent PCS an Agency employee, together with hie 
wife and tw@ children, both under eleven years ©f age, occupied a 
furnished room in a house owned by a relative for a period of 33 days. 

For this he paid Me relative the sum of $430. This employee has now 
confronted the Agency with a claim for this amount, alleging that the 
sum is properly reimbursable as a temporary lodging portion of the 
h»e service transfer allowance. While conceding that the room was not 
normally rented, he maintains that its value was what would have been 
charged for ces^arable hotel accsssedations in the area. 

3. In reply to this question tbs Office of General Counsel rendered 
an ©pinion (QGC/B~7749j which states as follows % 



«3. Section 252 ©f the Standardized Regulations (Government Civilians, 
fbrelgn Areas) issued by the Secretary of State pursuant to the authority 
conferred by Executive Order 10 ,011,' dated 22 October 1948, indicates that 
upon an employee 0 s reassignment 

lodging portion of the home service transfer allowance may be made. 

Executive Order 10,100 dated 20 June 1949 authorises the Director of 
Central Intelligence to pay allowances conforming to those granted by the 
Secretary ©f State end to prescribe such further regulation^a^h^t^y 
deem necessary to effect the purposes of that order. In 
H|HB|the provisions of Section 25 2 are incorporated and supplement©! 
Together, these regulatory issuances sat forth with a certain degree ©f 
particularity the conditions under which temporary lodging payments may be 
made, although admittedly not covering specifically the problem with which 
we are here concerned. 


25X1A 


25X1A 


«»4. At the outset it must be noted that the basic authority for 
the heme service transfer allowance is permissive and is not a payment 
to which an employe® is entitled as a matter ©f right. Further, 
it must be borne in mind that the purpose of this allowance is to 
re imb urse an employe® for the extraordinary and necessary expenses 
incurred. With regard t© the temporary lodging portion particularly, 
f.w regulations indicate that it is "designed to offset the cost of 
r mm and bath ... at hotels or othe r taggporary lodging ordinarily 
used by Government employees arriving ^ 
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In this circumstance we think it reasonable to 
i allowance is intended to reimburse employees, within 
limits, for costs charged for the use ©f cg®ssercial3y=®perated lodging 
facilities. While payments for sharing the privately=ewned dwellings 
of relatives and friends are not specifically outlawed, we feel that 
the spirit of the regulations militates against reimbursement in such 
circumstances. We believe that an analysis of the intent of Congress 
would lead to the same conclusion. The basic authority for payment 
Id Section 901(2 )(ii) of the Foreign Service Act passed in the 1st 
Session of the 84th Congress in 1955. The legislative history indicates 
that the allowance was intended to assist employees in meeting the out** 
of =>p@cket expenses that result from the mobile nature of their employment. 

We do not feel that the Congress intended to afford an employee the 
opportunity, by means of a personal or social arrangement with relatives 
or friends, to pass on to the Government a charge which, but for the 
possibility of the allowance being granted, might not have been made. 

All this is not t© say that in order to establish eligibility an employe© 
must obtain accomodations from a stranger. However, we do believe that 
the contribution which an employee may make for the use of a relative 9 s 
private dwelling can not be considered to be an extraordinary er necessary 
expense within the purview of the statute and regulations. Such an outo 
lay is more akin to that which we might normally expect to make in 
providing shelter for a family. Accordingly, it is our opinion that no 
part ©f this claim is proper for payment. 

25X1A 

93 




conclude that 
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i 
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CONFIDENTIAL 


Under Section 2 62 0 32 of that date* separation allowance is not to be 
paid when the period of separation is less than 90 daye» Therefore* 
since this employ©© was separated ft can her dependents for less than 90 
days* it would be improper to certify payment of separation allowance 
to hero'* 
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FINANCE DIVISION NOTICE NO. 21 

SUBJECT: Non-reiiobursement for Fees and Tips for Handling Baggage 


la The Office @f General Counsel advises (0GC/B==?7QQ, dated 
18 July 1957) that General Accounting Office has ruled that c laims 
for 18 th e g® st__Qf fogs ®r tips paid t© porters ©r baggage clerks for 
hgjxaing baggage at trans portation te rminals" must ^disallowed. 
Consistent with tbVabeve GAO ruling the authority ' in' 180 J*STfri„44 
t© pay such expenses has been revoked. 



J(j)U 



25X1A 


2. Accordingly, the applicable portion of paragraph 2e, 
is being rescinded. Effective immediately such items are no longer 
subject to certification and payment. The cost of such fees and tips 
are construed to bs covered by the per diem allowance prescribed for 
the area concerned. 


3. It is to be noted that reimbursement of charges paid for the 
transfer of baggage between boats and trains, movements between tw® 
railroad stations, etc a, is n@t affected by the above referred t® 
ruling, and is subject t@ reimbursement. 

4. Notwithstanding the foregoing, charges or tips at transportation 
terminals will be allowed for handling O rgan! za t i® n^owned property 
carried by tbs traveler, as well as charges far^Gha^k-rng any baggage. 
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3 July 1957 



SUBJECT* Policy Applicable to 0@3?tificati@a for Raiment of Claims fop 
■fcb® Transfer ftertion of .the Has® Service Transfer Allowance 
f@r Husband sM Wife wto arc Both Staff ^npleyees 


UMer date of 2? Jim® 195? the Office of General Counsel rendered 
am opinion |0QC/B»7523a) pertaining to to© certification for payment @f 
for tbs transfer portion ©f the fesra© service transfer aU©wa»s@. 
xh© ©pinion Is quoted as follows i 



ra lo You have requested ®ur ©pinion whether you may legally certify 
X<22£* ©3L®iESS ffex* 'th© p€^td,@Kl @f lib® h*SI&3 ©HS^ViCS tff &llg ftes* 

, $8d@r tb© £®X ic^iog clgo iMB totag^s 0 


2. Husband and wife, b@th staff ©ssipieyees, stationed at the 
ororseas post are transferred to toe United States (firm Z®m 3 to 2 @m 2 ) 
©n PCS order© at th© sa®s tiss, Th® employees have two children. Em ploy e©-” 
husband submits © claim for the entitlement at the with-faaily rat®, 

listing tbs to® caiMrea as dependents, e®pX©y©e , “Wife claims payment at the 
witowt-faaily rat®. You mt® that th© Standardized Regulation® {G©v«rm®nt 
Civilian Foreign Areas) at section 252 dealing with bents service transfer 
aUowanees is silent as regard® th® entitlement of Harried employees. 


3. Section 252 of th© Standardised Regitfefeisas issued by th® Secretary 25X1 A 
©f State pur smut t© th® authority conf toed by Executive Order 10011. 

rfS « .ft. A J AL _ «Pl B ***. * • a • . J. . V 9 


1949, ®uth§ris®@ the Director of Central Intelligence to pay allowances 
c©nf<ssraaing to to granted, by the Secretary of State in accordance with th® 
regulations presesdbed by him in Executive Order 100QL1 and to prescribe 
such further regulations as ha my dem m& m&s<zy to effectuate the purposes 
®f toe Order. In Agency Regulation which incorporates by reference 2 5X1 A 
and suppler?® nts section 252, to® cri^sr&^and eligibility requirements for 
this payment ar® further prescribed. .And in th® mattes* of allowances 
generally, to® Standardized Regulations define "employ©®” aa re any civ ilian 
employee of to® Gcveras^nt wts© Is a citizen of the United States stettonsd 
&& & iTOT@igE£ Cs©c*fcteB 23L§b5* ragulRtery issnaMQ©© 

sot forth with a certain degree ©f particularity to® conditions under which 
transfer payaents may be made, although admittedly not covering in specific 
language to® issue with which w® are concerned her®. 
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4. In view ©f this allease we mist interpret the Regulation in 
the light ©f the spirit ®f the Regulation and the Intent of Congress 
and the principles cohering the expenditure ©f Government funds. The 
basic authority for tesm transfer allowance is permissive and is not 
payment t© which an emplo yee is entitled as a matter ©f right. The 
Agency Regulation ^■■provides that it shall be paid to "eligible ,f 
staff personnel provided in paragraph 4 a. and paragraph 3 b„ requires 
that all applicable eligibility criteria be met. By definition, 
paragraph 2 a. reads that the allowances are granted to an employee fear 
"extraordinary and necessary expenses deemed incident to the establish- 
ment of his residence at a PCS post . Limitation® hav e t he n been set 
on the amounts which can be paid t© a single employee, an employee with 
one member .of a family and an empleyee with mere than ®ne member ©f a 
family. 

5» Tn the present case, the employee-husband claimed the mxiMm 
amount ©b the basis of tw© members of the family. It wo uld appear 
t® be quite contrary t© the spirit ©f the Regulation to give that same 
family payments in excess ©f this maximum amount because ©f the fact 
that the wife to© was an employee since the fact ©f her employment 
adds nothing t@ the extraordinary ®r necessary expenses incidental t© 
the establishment of the husband °s post. Under these circumstances the 
wife does mb meet the eligibility criteria as an employee and is not 
entitled to the allowance. 

6. We believe that an analysis of the intent ©f Congress would 
lead to the same conclusion. Basic authority is in section 901 (2)(ii) 
@f the foreign Service Act passed in the 1st Session of the 84th Congress 
in 1955. The legislative history indicates the allowance was authorised 
t@ assist employee's in meeting the @ub-@f»p©ak©t expenses that result 
fern tbs mobile nature of their employment. We do not feel that 
Congress intended t@ grant t© one family a greater allowance because 

the wife happened t© be ©mpl@yeed than that given to the same size 
family where the wife was not employed particularly as the first family 
would already have the financial benefit derived ffcosa the wife e s 
Government salary and n® additional expenses need be incurred. 

7. As a matter of further incidental interest, we would point 
©ut that Congress has been closely following the granting ®f transfer 
allowances by the Department ©f State. As a result, the Department 
was instructed through the medium ©f the Conference Report ©n its 

1958 Appropriation Bill to restrict expenditure® for transfer allowances 
t© a sum which is but a sssil fraction ©f that expended in the previous 
year. Because @f the Cangresaiotmlly imposed restriction, intra-zone 
transfer allowances were eliminated effective 1 May 1957 and inter-zone 
transfer allowances reduced. 
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3* Based © a tbs feregeing, it is ©ur ©pinion that it vsuM net 
be proper t© certify the wife's claim from payment* In addition, 
in light ©f the basic principles governing expenditure of funds, a 
claim based on a technicality which takes advantage of silence or 
ambiguity in a regulation and which would obtain for one employee 
f i n a n c i a l benefit not available to other employees in the same 
fi n a ncia l status, is unconscionable and should not be countenanced <> 


N 

LAWRENCE R. HOUSTON 
General Counsel " 

25X1A 



Acting Chief, Finance Division 
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'24 Jt ms 1957 


V\ 

PINiEJE DIVISION BOTIGE BOo 1 18 

SUBJECT s Organisation sad Functions - Fimm© Division 



' </ d 






lo Tbs following changes in organisation and functions are mjntraneed 
effective 1 July 1957* 

a. The Payroll and Travel Branch and tbs Agent Service Section, 
Operation® and liaison Branch, are abolished 0 

b„ Functions fowaarly performed by the Payroll Section, Payroll and 
Travel Branch and the Agent Servioe Section, Operations and Liaison 
Branch, are assigned to the newly constituted Coapansatiaa and Tax 
Accounts Branch,, 



e 0 Functions farswrly assigned to th® Travel Section, Bxyroll aid. 
Travel Branch, are assigned to the Operations and Liaison Branch c. 


d„ Besponsibility wi th rsep^st to proo essing, recording and followup 
on accountings by presently assigned to the 

Proprietary Account^sectioS^ccoKota Branch, is transferred to 
the Operations and Liaison Branch 0 


2„ designated Acting Chief, Compensation and 

Tsbe Aocoffla^nESSSh^wthar Branch Chief assignsaanta remain nnahangado 




Chief, Finance Division 
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19 June 1957 


S2HAWGE BXVISIOH HOTICB BO. 17 
SUBJECT j Record lag ©f 1955 Expenditures 



lo The Ascomta Broach will continue to record 1955 esxpsnditwes 
after 30 June 1957$ suoh as transactions pertaining to field stations 0 
activities, which h we actually been incurred am recorded at the 
field station level up to and including 30 June. It is anticipated that 
by 30 September 1957 the Majority of Glass n A n a id Class •*3” Station 
Accountings, through the month of June 1957 » will have been processed through 
the accounts. A review will be made at this time to determine the feasibility 
of f eternally closing tb« 1955 allotment accounts as ©f 30 September. 



2c As of 30 June, 31 July, 31 August, and 30 September, asperses 
and esependitures applicable to 1955 funds will be closed to General Ledger 
Account 450, however, a status of allotment report applicable t© 1955 
appropriation will m prepared each month for the first quarter 1958 as well 
as f®r the 1956, 1917 and 1958 appropriations . In addition, a quarterly 
adjustment as required by Attachment B to Comptroller Ifet3.ce Efe. 14=55 
applicable to Fiscal Tear 1955 will be effected as at the closing of bocks 
30 September 1957. . 

3. It is be be understood that any expenditures incurred during 
fiscal Year 1953 against the 1955 appropriation will be recorded in the 
accounts as a lapsed appropriation and charged against the 1956 appropriation, 
in accordance with established policy and procedure. 


4« Submittal and processing of station accountings should be 
vigorously followed up t© assure that all accountings through 30 June are 
cleared at the earliest possible date. 
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16 Hay 1957 V 

fSNANGE DIVISION NOTICE NO.^ (Revised) "7\ 

SUBJECTS Definition of Baggage 

RESCISSION: finance Division Notice No. 14, dated 29 April 1957 



25X1A 


1. An apparent co nflict exists in the definition of 
contained in paragraph 


2. The Handbook specifically excludes furniture and other items 
of household goods and effects. Consequently the cost of shipping as 
baggage infants cribs, nursery chairs and similar essential items has 
been disallowed for the reason that such are classified as household 
gends. 


3. The definition of baggage contained in oon°* 

forms to I fSM III 124.1 which prov. 4 i^s that the employee nay be 
reimbursed for unaccompanied air freight charges upon justification 
of the necessity therefor. Such justification may cite such factors 
as climate, duration of journey, needs enroute, immediate use at 
destination, or nature of travel. 

4. It has been requested that paragraph 17b of 
rescinded. This will permit an administrative determination to be 
made by the operating element concerned in each instance where a 
claim is presented for the shipment of infant cribs, nursery chairs, 
and similar items as unaccompanied air freight. 


25X1A 


25X1 A 


25X1A 


5. Accordingly, effective immediately, vouchers claiming reimburse- 
ment fas* unaccompanied air freight charges, which may include items 
comparable to those indicated in paragraph 4 above, may be certified 

for payment provided that suitable justification for such mods of 
shiprent is presented on the voucher. Approval of vouchers containing 
such justification by designated approving officers will constitute 
acceptable evidence of favorable administrative determination. 
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FINANCE DIVISION NOTICE NO. 13 
SUBJECT* Use 
REF. * (a) 
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10 April 1957 




X3 



1 . 



Recently certain procedural relea ses have been processed Vhich reflected 
improper and erroneous use of the indicator in that the indicates 25X1 A 

was used as a qr ypt cq y a for Finance Division. Although these releases did 
not originate in Finance Division, it ap pears ap propriate to re-emphasise 
the nature and the use to be nede of the^^^H indicator in order that all25XlA 
personnel of the Division may he inf armed in the natter. 


2. Special indicators are assigned by the DD/P to govern the release and 
transmittal of dispatches and cables requiring limited or s p ec ia l is ed 
treatment in order to control the distribution and/or reduce the coordination 
of sensitive and specialised material. Such indicators are not cryptonyms 
for Agency components and should not be used for such purpose. 

3. Reference (e) above identifies authorised oryptonyos for Agency components 

\$ and sets forth the policy governing their iiae. 


4c Reference (b) acts forth the policy and circumstances governing the 

assignment and use of indicators and assigns the following indicators to 
this Division. 


Finance Division (General) 

Monetary Branch - 
Monetary transactions except 
shipment or inventory of currency 

Shipment or inventory of currency 

All personnel are cautioned to become thoroughly familiar with references 
and to assure that all matters originating within Finance Division are 
handled in strict conformance with the policies expressed therein. 
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II March 1957 

FIM.M5E DIVISION NOTICE NO. 11 
SOBJECTs Barking Fees 

aEP ' ! <a) “* 1 °! * GenaMa o "™ 3 ® 1 *«» chitf , 

Finance Division, dated 23 January 1957. Subject 

<b) SS d ^» 1 C ^ < tL, I j , t?*^ TiBion fc “ Otloa of 
Gene.^1 Counsel, dated 4 Mirch 1957, Subjects Ifcrking 


u ?$f/ 


}uj 


// 




Reference (a) requested the Office of General Counsel to 

ssxa *■"*« 

r g e T“! e< 5 «• ***** for your l»f«mttau art 
guidance. In this connection It should be noted the attached 
u.dulon doaaj^t rel^e to the j^ont fS u£1f a 

^tamobile on a mileage basis in lieu of +jw**» g fr between 
place of abode and common carrier terminal 3. Such *!«*».«» «« 
aaowable under the terms of section 3.5b(l) ctf the 3GTR»s 0 


Attachments (2) : 
Reference (a) 
Reference (b) 



25X1A 


cos 


7 3 --- B£v otnO^</M E y0l H99 5 

-JaL DPI 3 K ;YPE / f 

s>*s£s 


cKic- scrap 
CK13 CLASS 

just 


„ HiV BLASS 
K-Xl HL V AoTflf HR Ifi-2 


CONFIDENTIAL 


Si 


Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 



Approved Fd^^eleas< 


IA-RDP78-05744A000700030001 -9 



ATTACHMENT TO PDN No. 11 
Reference (a) 

23 January 1957 


TO t Office of General Counsel 

THRU : Comptroller 

FROM : Chief, Finance Division 


SUBJECT: Parking Fees 


REF, 


(a) General Counsel’s Opinion 35-7, dated 21 February 1955 

(b) 34 Comptroller General 139 (B-121024) 

(c) 31 Comptroller General 424 (B-107504) 

(d) SGTR, Para, 1.1 and 3.5B&) 


I, Attached is a claim dated November 1956 for reimbursement of 
parking fees in lieu of use of taxicab for local travel an official business 
submitted by This claim is representative of numerous 

claims of this type received by Finance Division which have been disallowed 
on the basis of the opinion expressed in references (a) and (b). 

2 0 Standardized Go vernm e n t Travel Regulations, as amended effective 
August 1, 1956, provide in paragraph 1«1 a a follows: 

"Employees traveling an official business will provide themselves with 
sufficient funds for all current expenses, and are expected to exercise the 
same care in incurring expenses that a prudent person would exercise if 
traveling on personal business." 

3* This clause in tbs Standardized Government Travel Regulations is not 
new to the current issue of the regulations but has been continued from issue 
to issue for many years. Consistent with the "prudent person" concept ex- 
pressed in this regulation. General Accounting Office in its decision B-107504, 
reference (c) approved reimbursement for travel by personally owned automobile 
from employee’s residence to airport and return uLua carV *^ ****** at airport 
provided tbs expense claimed does not exceed the cost of the usual allowable 
taxicab fares in such instances, even though use of the personally owned auto- 
mobile was not authorized by travel order. 

4« Section 3 „ 5b CO of tie revision of Standardized Government Travel 
Regulations which became effective 1 August 1956, incorporated specific pro- 
visions for the reimbursement for the use of personally owned automobile in 
lieu of taxicab in circumstances a a set forth in B-1075Q4, provided the 
reimbursement does not exceed the usual taxicab fare. 

5 . notwithstanding the recognition of the "prudent person?* concept in 
31 Comptroller General A 24 and in the Standardized Government Travel 
Regulations, 34 Comptroller General 139 presents a directly contrary view 
and states the principle that perking fees may not he reimbursed in lieu 
of use of taxicab even though such reimbursement results in less cost to 
the government. This document part of classified 

1 s'V'lM integrated file. NAME CHECK required 

, ' , I J L.U i u * L " prior to individual classification action. 
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ATTACEM3IJT TO EDN Ko 0 II 
Reference (a) Rage 2 

6. It is the view of this office, that a showing that deviations from 
normal or specifically authorised modes of transportation, routes, or the 
incurrence of official expenses of a nature not contemplated by specific 
authorisations in circumstances wherein the course of action selected by 
the traveler represented "prudent Judgement" and resulted in less expense 
to the government constitutes a legal and proper basis for reimbursement 
of administratively approved expenses. It seams to us that to take a 
contrary view is not only inimical to the interests of the taxpayer but 
also frustrates efforts toward the exercises of maximum prudence and 
diligence in the utilisation of Agency resources. 

7. la view of the apparent conflict in basic principle appearing 
in the General Accounting Office decisions, and the liberalisation of the 
Standardised Government Travel Regulations as they pertain to the use of 
personally owned automobiles in lieu of taxicabs, it appears that it 
might be appropriate to reopen the question of the propriety of honoring 
administratively approved claims for pa r ki ng fees in lieu of the use of 
taxioahls. Accordingly, it will be appreciated if your office will re* 
examine this matter and advise if claims of the type attached are legally 
proper for payment. 



n 

U 


(WIDEN HAL 


25X1A 
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ATTACffiENT TO PDN. Ho c 11 
Reference (b) 

OGC 7-0342a 

4 March 1957 


MSK0RA1DUM FCHi Chief, finance Division 
SUBJECT : Plarking Baes 


~ non Your “anwpandnn of 23 January presented a olaim for parking 

'“t *“ look aa,a ixA » a poesihle »«ta5onaf 

£! t U 9 & *S£ c SS f °SS S i Deo ^ 1< S' 31 Co, "P- °®- «4 *d 34 Canp. 

f a * ° *«cision allowed payment of parking fees at an 

“ *J®U« «f <*• allomia. SnO. OT peiSrtotvZ 

d?!SS£ 0 «,“ d J fe " S? k md r8tm »- oleo allowd oUsage for the 
dlatance the eutooohUe » driwn. The X C*p. OenTdmSe rein- 

SmSS™f of^! “ renfl ” 111 • Miu “ *0 ““-“G® for 

2 " w ? **™ taBB mehle to fled any logical distinct!* between 

these two Decisions and unofficially have been informed that the 
tleneral Counsels Office of the Comptroller General likewise can make 
no logical distinction. However, that Office a gain has aivieed us on 

********* question is officially raised the 31 
comp, Gen. Decision allowing payment would probably be overruled and 

tS reimbursement would be stated as 

toe general rule under existing lav 0 For the time being, therefore, 
we believe the claim presented with your memorandum must be denied as 

3/ cLJ^g2! S1 ?So B *** factual situation considered 

/off 0 1 39 f APP®»«ntly we can continue to rely on 31 Comp. 

Gen. 424 for the factual situation of parking incident to air travel* 

f ^!i?A a T P SS > i that is necessary to resolve this paradox, 

tied while I believe it would be unwise for us to seek it directly for 

8Qn » action that will consider 
this* far general relief throughout Government. 


cc; Leg Counsel 


/a/ 

LAWRENCE R a HOUSTON 
General Counsel 
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5 IJrcfc 1957 

FIHAMJE DIVE ION NOTICE NO. 10 

SUBJECT: General - Employees 0 Compensation Benefits 
Specific *» Medical Benefits far Dependents 


'yti 



1. Attached Is copy of Book Dispatch Nb„ 184 s dated 13 February 
1957 s indicating the condition and circumstances under which employee; 
can be paid or reimbursed far costs of medical travel and medical 
treatment of dependents n 

2„ Approving authority far such claims Is rested with the 
Director of Personnel „ Claims will be paid under Agency Nagulaticns 
applicable to medical claims of e mployees covered by E_. XI (X paragraph 
5 a(5)(c)o(See^^^^^^^^Bo 



4^ 
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AH Chiefs of Station and Base 
Director of Personnel 


184 

Y ..U Ffifrrary 1957 


25X1 C 


SUBJECT: General - Employees 4 Compensation Benefits 
Specific - Medical Benefits for Dependents 

ACTION REQUIRED : Advise Field Personnel 


.. 1* This book dispatch announces a new policy, effective 21 September 1956. of 
medical travel and m e dical treatment for dependents of Organisation staff employees 
an^taff agents, except for detailed military personnel to idiom the provisions of 
—^continue to apply . 


2 0 Pending publication of a regulation on this subject, the following policy is 
provided far the guidance of responsible officials artf. staff personnel : 

a. Dependents of staff agents or staff employees who are stationed abroad 
(outside the continental limits of our country, its Territories or possessions) 
on a PCS basis in a locality where there is no suitable hospital or clinic will 
have benefits regarding medical travel aimiinr to those available to staff 
personnels 

b. Dependents of a staff agent or staff employee who are stationed abroad, 

and who incur i llne ss or injury while located abroad is not the result of 

vicious habits, intemperance, or misconduct on their part, will have benefits 
similar to those available to staff personnels The Organization may, in 
accordance with such regulations as it may prescribe, pay for that portion of 
the cost of treatment of each such illness or injury that exceeds $35 up to a 
maxim um l i m itation of 120 days of treatment for each such illness or injury, 
except that such max i mum limitation shall not apply whenever headquarters, on 
the basis of professional medical advice, shall determine that su ch illness or 
injury dearly is caused by the fact that sued: dependent is or been located 
abroad o 

3. Since this program does not cover all aspects of medical requirements, it 
is suggested that personnel who have medical insurance and hospitalisation policies 
may wish to continue them. 


4« Work is under way to prepare the necessary regulations and procedures. In 
the interim, c laims for all medioal expenses incurred by staff agents and staff 
employees for their dependents on and after 21 oeptember 1956 should be submitted for 
Headquarters consideration on a facsimile of the attached Farm No e 1126, CLAIM FOR 
DEPENDENT MEDICAL CARE. Such d al , ms should be accompanied by an explanation of any 
travel expenses incurred in order to provide hospitalisation where no suitable 
hospital or clinic exists at the station or base of assignment, itemized receipted 
bills, and statements from attending physicians as to treatment given. 


5. In cases involving dependents of individuals under noncfficid cover, cr 
when other operational security requirements dictate, the information required in the 
attached form should be provided in a completely sterile manner, certified to by the 
employee, and, security permitting, signed by the adult dependent concerned 0 


Attachment H/W (l) 
Form Nbo 1126 


COPY 
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CLAIM FOR DEPENDENT MEDICAL CARE 




!• name OF EMPLOYEE (Last-First-Middle) 


EMPLOYEE DATA 


2- DATE OF BIRTH 


3. EMPLOYEE STATUS 


I 4 ■ DUTY STATION 


I 5. NAME OF DEPENDENT (Las t - F i r s t-M i dd 1 e ) 


RELATIONSHIP TO EMPLOYEE 


DEPENDENT DATA 


9. DATE DEPARTED U.S. 


10. DATE OF ARRIVAL ABROAD 


II ■ DATE OF DEPARTURE FROM OVERSEAS 


13. NATURE OF ILLNESS OR INJURY 


12. DATE OF ARRIVAL IN U.S. 


13A- CAUSE OF ILLNESS OR INJURY 


14. WAS DEPENDENT ADMITTED TO A HO SPITAL FOR IN-PATIENT CARE? YES 

’ *• IF Y0U HAVE ANSWERED "YES" FOR ITEM 14 ABOVE. FURNISH NAME AND ADDRESS OF HOSPITAL 


6 ' NOT Y HOSPItIlIz!d ERED ” N0 " T0 ITEM 14 AB0VE ' INDICATE NATURE 0E TREATMENT OBTAINED AND REASONS WHY DEPENDENT WAS 


17. NAME AND ADDRESS OF ATTENDING PHYSICIAN 


18. AMOUNTS CLAIMED 


(ITEMIZE AND ATTACH BILLS AND RECEIPTS) 


19. EXACT DATES OF HOSPITALIZATION (Admission & discharge) 20 . INCLUSIVE DATES UNDER PH 


YS I C I AN • S CARE 


21- IS DEPENDENT 'COVERED BY ANY HOSPITALIZATION OR MEDICAL INSURANCE PLA N? YES NO 

22 ‘ BrJ° = MBMyx T ANSWERED " YES " T ° ITEM 21, GIVE NAME AND ADDRESS OF INSURANCE COMPANY AND STATE WHETHER CLAIM HAS 
BEEN SUBMITTED TO THAT COMPANY AND ACTION TAKEN ON THE CLAIM 


CERTIFICATION 

I hereby certify that the above statements are true to the best of my knowledge and belief and that 
the amounts claimed in item 18 above do not include amounts paid or payable by any insurance com- 
pany with which the above-named dependent is insured. 

I further certify that the illness or injury described above was not the result of vicious habits intem- 
perance or misconduct on the part of the above-named dependent and claim is made for reimburse- 
ment of the amounts indicated in item 18. I Ol\f 1“ IF)PI\ITI A I 

^DATE 24 , SIGNATURE OF DEPENDENT (If adult) 


26- SIGNATURE OF EMPLOYEE 
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FINANCE DIVISION NOTICE 



NO. 



i? fcferch 1957 


n 

f/ V 


') ' 

0 



SUBJECT: Dissemination of Policy, Legal and Procedural. Interrelations 
and Decisions to Class "A” Stati ons 



1. In order that Held Fi n a n ce and Certifying Officers may be Informed Mk~— 
Of interpretations and decisions affecting their area of responsi- 
bili ty , it is desired that policy , legal and procedural interpretations 
and decisions of general interest be disseminated to all Class tt A” 

Stations. 


2 0 Such interpretations and decisions may arise as a result of 

questions received From field stations, legal decisions, Finance 
Division cr Comptroller memoranda, etc. In ardor that consideration 
Wto given to the general release of " such material, ell employees 
are requested to bring appropriate material to the attention of 
their Branch Chiefs, who will, if they consider general release 
appropriate, refer the matter to the Chief or Deputy Chief, Financ e 
Division for final decisions. General release mu normally be 
accomplished Bode Dispatch prepared for the signature of the Chief 
or Deputy Chief, Finance Division. 



25X1A 
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30 January 1957 f 


H 

FINANCE DIVISION NOTICE SO. 7 


. - 


SUBJECT i Policy Applicable to Payment of Post Differentials to 
^ ; Employees TDI and on Detail to Another Boat 



°f'V 


1. Under date of 25 September 1956 the Office of General Counsel 
rendered ah opinion covering the payment of differentials to employees 
traveling betwe en foreign and territorial areas which has bee n 
disseminated to 13 December 


2. In substance, the opinion covers the following points which 
are made available as Agency polioy and for purposes of assisting in 
advising employees whether foreign and territorial post differentials 
are to be paid in connection with TDI and "on detail" assignments* 

a. In any instance where a PCS employee entitled to a 
foreign post differential is assigned TDI or "on 
detail" to a territory o* possession, such assignment 
is considered to be an assignment from a post classified 
for differential to a post or area classified for differ- 
ential at a lower rate consistent with the Standardized 
Regulations, paragraph 115 g which indicates that posts 
within United States its territories possessions are 
classified as "aero" for differential. The fact that the 
territorial post differential is more or less than the' 
foreign post differential of an employee's permanent 
PCS station is imma terial. 

An employee PCS at a territorial post assigned TDI for 
any period of time to a foreign post whether classified 
for differential or not is entitled to the territor ial 
post differential for the duration of the assignment. 

4a employee PCS at a territorial post assigned "on de tai l" 
to a foreign post, i. e. , performing duties which involve 
carrying out functions of the post to which detailed, for 
a period of 60 days Or more is entitled to the foreign post 
differential for the duration of the "on detail" assignments 
The territorial post differential stops at the time of the 
employee f! e departure from the territorial post and is 
reinstated on return. No differential, territorial or 
foreign, is payable should the "on detail" period be for 
less than 60 days. 




CONFIDENTIAL 


Approved For Release 2001/08/29 : CIA-RDP78-05747A000700030001-9 




Approved Foi^dilease 2OO1/O8/29:;CiA-RDP78-p574*fc0OO7OOO3OOO1-9 

‘ ^ i r. i FD Notice No. 

Page 2 


d« An employee PCS at a foreign post classified for differential 
assigned TDY or "on detail" for 14 days or less to a territorial 
post is entitled to the foreign post differential during his 
TDY assignment. 

a. An employee PCS at a foreign post classified for differential 
assigned "on detail" as defined in the Federal Personnel Manual, 
for a period in excess of 14 calendar days to a territorial post 
is entitled to the territorial post differential for the duration 
of the assignment. The foreign post differential stops at the 
time of the employe© ® s departure from the PCS post is rein- 
stated upon the employee's return. 

f. An employee PCS at a foreign post classified for differential 
assigned TDI for a period in excess of 14 calendar days to a 
territory shall become ineligible for post differential, terri- 
torial and foreign, during his TDY assignment. The foreign post 
differential stops at the time of the employee’s departure from 
his PCS post and is reinstated upon the employee 5 a return. 

g. An employee PCS at a foreign post classified for differential assigned 
TDY or "on detail" for a period of less than 60 «a 1 andar days to a 
foreign post classified for differential at a higher rate is entitled 
to the post differential applicable to the employee : s PCS post. 

h. An employee PCS at a foreign post classified for differential 
assigned TDY or "on detail" for a period of 60 calendar days or 
more to a foreign post classified for differential at a higher rate 
is entitled to the post differential applicable to the TDY or "on 
detail" post for the duration of the employee’s assignment. The 
post differential applicable to PCS post stops at the time of 

the employee’s departure and is reinstated upon the employee’s 
return to his PCS post. 

1. An employee PCS at a foreign post classified for differential 

assigned TDY or "on detail" for a period of less than 14 calendar 
days to a foreign post classified for differential at a lower rate 
or an unclassified rate is entitled to the post differential appli- 
cable to the employee ’8 PCS post. 


An employe© PCS at a foreign post classified for differential 
assigned TDY or "on detail" for a period of 14 days or more to a 
foreign post classified for differential at a lower rate or an 
unclassified rate is entitled to the post differential applicable 
to the TDY or "on detail" post for the duration of the employee’s 
assignment. The post differential applicable to PCS post stops at 
the time of the employee’s departure and Is reinstated upon the 
employee’s return to his PCS post. 


1 iftL 



Chief, Finance Division 


25X1 A 
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Fiimm DIVISION NOTICE NO, 6 % x 3957 

SUBJECT i General Ledges' Account 125.0 - F m~e%n Macdae <m Hard 


As of 1 January 1957$ the Accounts Branch will d - " sconhinno. 
acd the Msnetery Branch will "be responsible fqsr f the r^.trteremoe of 
tte subsidiary records of the General Ledges- Account *25,0, Foreign 
Meades on Herd ,, " ' £ ‘" 

2 e Monthly the Msnstery Branch will tsecuere a trial balance 
at“ the subsidiary records reflecting the total dollar wive 
sjOgether with the nusioer of units and, dollar yal"?® of each curr ©ncy 
c« hand,, The Accounts Branch will -verify the total dollar ral.ue 
shown on the trial balance to the general ledger account. After 
verification the trial bsOance will be annotated "Verified, by 

and returned to the Monetary Branch, 

Sc. The Mca^tary Branch will, be responsible for the preparation 
and diaeardnatiem of all infermtion (fonaal reports taad otherwise ) 
relative solely to foreign ausnies. 
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WfXMNCE DIVISION NOTICE NO 1^5 

SUBJECT: Establishing Due Dates for Advances of Confidential Funis 



1. In order to give recognition to document processing time, due 
dates for advances of Confidential Funds will be established in the following 
manner: 


■p*- 


(a) When Notification of Transfer of Funds or Accounts is processed 
at Headquarters for charge to an individual s s advance account) 
the due date reflected in the T/A will be the date established 
for liquidation of the advance, except that in no case will the 
due date established in Headquarters records be less than the 
third month after the month in which the T/A is dated* 

(b) When individual advances are made at Class B stations which are 
to be accounted for at Headquarters , the due date will be the 
date established by the station for liquidation of the advance, 
except that in no case will the due date be reflected as less 
t h an the third month after the month of the advance* 


Cc) Due dates on individual advances made by Headquarters will be 
the dates reflected on requests for advances, except that in 
no case will the due date be reflected as less than the third 
month after the month of the advance. 


(d) Due dates in accounting records will be reflected as three digit 
numbers by combining the month and calendar year. For example, 
the due date for an advance made 11 July 1956 will be reflected 
in accounting records as 106 (Ootober 1956). 



2. Certifying Officers will review Requests for Advances applicable 
to PCS transfers to Class B Stations to assure that the due dates established 
is oonsistent with this policy. Exception to the above manner of establishing 
due dates may be made by the Certifying Officer when information is available 
which indicates a more realistic basis for establishing the die date. 


3. Any change in an established due date will be made in accordance with 
the procedures outlined in Finance Division Notice No. 733. 


4* This publication rescinds Finance Division Notice No. 873 dated 
9 July 1956. 



Chief, Finance Division 


25X1A 


'r' 
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FINANCE DIVISION NOTICE No. A 


T! fevwnber 1956 


SUBJECT: Shipment of Automobile Via Foreign Vessel 


1« The Office of General Counsel rendered a decision dated 
29 October 1956 on tha aboVfe oubject which states in effect that 
the shipment of automobiles falls within the purview of Section 
901 of the Merchant Marine Act of 19.36 (29 Stat. 2015, 46 USC 1241 
(1952)), as emended, as well as sea shipments involving persons 
and property. 




Chief, Finance Division 
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FINANCE DIVISION NOTICE N0„ SEBT 6 1956 

SUBJECT; ID Notice No® 887, entitled :i Per Diem - Travel Between 
United States and Foreign Localities' 1 


There Is quoted balow a jneoacspacdura fox* Chief, Fine ace Division, 
dated 20 September 1956, signed by Chief r WE: 

to subject aid Its discus doa by you end 
BHHShHHbHI 0 ^ WF/Mwin, the under signed has prescribed 
the domestic rat® for the portion of travel occurring within the 
United States. This policy Is retroactive to 1 August 1956, 
the effective date of Bureau of the Budget Circular No. A-7, re- 
vised, dated 22 June 1956. regardless of mode of travel iisad. 



2 0 Hereafter, the following toradmoXo^ ’dll be used cm 
all travel orders authorising travel between tbs U. S. and 
Foreign Localities: "Dome Stic rate of $12.00 psr diem authorised 
for portion of travel occurring within the Urdt- sd States”. 


25X1A 

Chief , HE «* 


25X1 A 

Chief, Finance Division 
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31 December 1963 


CONFIDENTIAL FUNDS DIVISION MEMORANDUM 

SUBJECT: Review of Existing Notices and Procedures 

REFERENCE: Confidential Fuads Division Notice No. 1 - Assad — nt No. 1 


1. Attached is a list of Confidential Funds Division Notices and 
Operating Procedures currently in effect which require review foe deterain- 
Ing need for revision or recissioa. The list has been prepared under the 
headings of those Branches and Units which are most affected by the 
Notices and Procedures with several issuances requiring Joint review. 



xi) 

aIL 

f? 


2. It is requested that each Branch and Shit review the issuances 
assigned to then and notify the Chief, Confidential Funds Division 
regarding the following: 

a. Issuances which are obsolete and should be resc inded . 

b. Issuances which require revision due to change in procedures 
or require— ats. 

c. Issuances which require no revision and can be reprinted 
without changes. 


its on those 


"c" above to the Chief, Confi- 


3. Each Branch and Unit should forward their c 

issuances felling into categories "a" a _ _ 

dentlal Funds Division prior to 3 February 1964. Issuances in category 
"b" should be rewritten in the appropriate fora end forwarded to Chief, 
Confidential Funds Division by 3 March 1964. 

4. After receipt of the above infer— tion, ell issuances la effect 
at that ti— will be reprinted end renumbered in new aeries. Obsolete and 
caottlled issuances held by Branches end Unit can then be destroyed as e 
central file of the cancelled issuances will he — latelned in the Office 
of the Chief, Confidential Funds Division. 



25X1A 


Deputy 




CROUP I 

Excluded from auto— tic 
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dec lesel flection 
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* 19 Xtocoabcr 1963 

^ CONFIDENTIAL FUNDS DIVISION (Formerly Finance Division) 

Notice Bo. 1 - Amsndnaat No. 1 

SUBJECT: General — Finance Division Series of Issuances 

Specific - Redesignate as "Confidential Hinds Series of 
Issuances" 

REFERENCE: Finance Division, Operating Procedure 5-130 (Revised 
7 BwaAer 1956) 


■ 1. This amendment is issued. pursuant to organisational changes 
effective 18 Novaeber 1963, whereby "Finance Division" has been roaamed 
"Confidential Funds Division", for the porpoise of indicating that tike 
aeries of issuances heretofore titled "Finance Division Operating 
Procedures" and ^Finance Division Notices" are hereby retitled "Confi- 
dential Fuads Division Operating Procedures" and "Confidential Funds 
Division Notices" respectively. Finance Division Notices and Procedures 
presently in effect shall hereaf ter bo referred to by the new designation 
and will not be reissued at this tine solely to change the designation* 
Reference to the "Chief, Finance Division" as at* individual in the 
Procedures and Notices now in effect shall be considered as changed to 
the Chief, Confidential Fuads Division?*. In addition, references to the 
V "Comptroller" in such issuances shall be considered as changed to the 
"Director of Finance". 

2. In the near future, existing issuances will be reviewed with 
respect to revision or rescission, after which a check list of Confi- 
dential Funds Division Notices and Operating Procedures still in affect 
will be issued. 

3. Attached is a list of Finance Division Notions end Operating 
Procedures which are currently in effect end are now deaigaated as 
Confidential Funds Division Notices and Operating Procedures. 



GROUP I 

Excluded from automatic 
downgrading and 
declass! ficatioa 
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I.IST OF COUSDIT cowre 



MfUUM dMIXIM flOCBDIBSS 


Current Qggrgt tn « Fr«w<««t 


j/S'-UM-IO 

‘-5^130 

'xJSH* 




✓30-2-1 

1^2-2 

✓30-2-3 

i^-3 

u3^3-l 

✓30^3-2 

✓30-3-3 

u^-3~A 

v^O-3-5 

✓30^3-6 


-7-1 
130- 2 
✓30-7-3 

J, 30-7-5 
^^-7-6 
^-7-7 

Jw^-8 


4 MMt 1919 

16 JM 195* 

7 lHw fcw 1956 

74 l^iit 1954 

1 October 1954 

-4 Juae X954 /s y**' 

2 October 1956' 
i4 January 1959 

2 October 1963 
7 January 1955 
30 March 1955 
7 Jm 1956 

17 January 1957 
7 January 1954 

28 July 1955 
27 Movadbar 1956 


rj'' 


21 January 1954 

15 Auyiat 1957 

3 Sc»t«Nt 1955 
tSTfcre!Hfc94i 
21 January 1954 
30 Augaat 1954 
18 March 1955 
27 July 1955 

16 January 1954 
12 March 1956 

7 l—uribur 1956 




>. 30-210-1 
;££ 
tS“, 

; ^6-350-4 
✓30.150*5 
✓3 0?*»-i 



L40-150 

130-200 


1955 
-1956 

t* Qu^ r / 

21 October 1957 
& March 1954 60 


22 May 1956 
28 Ifcrcfc 1958 

1 July 1959 

5 October 1959 

23 Smtaubar 1956 
16 Sapta*ar 1959 

6 July 1955 
1 JUua 1955 

12 B u t cah ar 1956 
16 SuytuUbar 1955 

13 Mky 1957 

IS 8ayta*ur 1955 
-H taptaafrf 
19 April 1954 
X Juaa 1954 
6 March 1954 
9 April 1958 
19 January 1959 
6 Ntaruary 1962 

14 Saptaubur 1956 
4 Oa t ob ur 1955 

21 Fabruary 1957 
3 March 1954 
13 Juuu 1957 


W 



J*C75 I 

fp^yrf- \ fu ^it ana tic 
wt inc ti-ig UUA 

Anclaaalflaatlou 
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Attadwtt to tautest 8o» l 
of Confidential lUnds 
Dtwiaion Hotico No* 1 



T|T 8T of C DMtBB I CONFXDEHTIAL fOIDS 9IVX81QK NOTXCI8 


flBMI Motlcd* 


13 ” A *ii i? 

5^7 - A-45 4 

avr £** ** 

-Tv/ A-48 « 

A-34 17 

^TA-64 13 

/// A-66 15 

A-70 14 

.tv g&> A~76 2 

?i?3 A-95 1 ^ 20 
■131 A-96 10 

7<£5 A-99 20 

•7 ? /A- 103 7/21 
^ A-106 V 29 
^ /W A-107 30 

JY0 A-114 / 9 

WA-132 1 ^ 25 
^//A-135 ‘ / 7 
7ff A-138^ 14 
7 19 

^2' 5 

L>' 4 

/4r 27 

/3T 23 

/6\ 3 

30 

XT' 5 

O© 3 
Ot 11 
p43 10 

04 16 

lX! 19 
Jt« 24 
19 3 

jn. 3i 

^3 20 

04 20 


July 1951 
January 1952 
ltavch 1952 
March 1952 
April 1952 
tartesr 1952 
Juaa 1953 
July 1953 
SepUri«r 1953 
DacuUbar 1953 
February 1954 
October 1954 
Hoy 1?55 .... .< 
Jute 1935 

1955 
1935 
1955 
1955 

April 1936 

1956 

1954 

1955 

1956 

1957 
1956 
1956 

1957 
1957 

January 1957 
March 1957 
March 1957 
March 1957 
April 1957 
May 1957 
Jon* 1957 
Jtmo 1957 
July 193? 

July 1957 
taput 1937 
taput 1957 


u25 
A 6 

AO 
08 
u29 
AO 
05 
37 
04 
139 
lA 0 

t, ** 

*2 

A 3 

44 

>-45 

u46 

JU 

At 

A9 

i30 

'll 

l-52 

A3 

04 

At 

At 

L*t 

At 

A9 

AO 

XI 

A2 

At 

04 

At 

At 

X7 

At 

* ^ 


; jjyJ 


r? 


22 Augoat 1957 
26 tegoat 1957 
30 Mtp* t 1957 
12 Soptaafcar 1957 

19 hute 1957 
22 Tsiwsry 1958 
22 May 1958 

20 Juaa 1958 
7 July 1938 
7 July 1958 
a J uly 1 958 / 

7 July 1958 
7 July 1958 
7 July 1958 
7 July 1958 

7 July 1958 

8 July 1958 
8 July 1958 

8 July 1958 

9 July 1958 

9 July 1958 /- 

I Moraubur 1962 0 
lUuly 1958 

11 July 1958 
14 July 1958 
11 July 1958 

II July 1958 
11 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 
14 July 1958 

3 March 1959 
11 Aue*»t 1959 


rt 


0 




,7 


GROUP 1 

Excluded fro® automatic 
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list of current confidential funds division noticss 


Current BotUts No*. 


i7b 

20 Augoft 1958 

fW 

3 Saptadbar 1958 

xJZ 

9 Jana 1959 

^73 

13 Jngpat 1939 

M 

18 January 1980 


2 May 1980 

-77 

3 Kay 1980 

iM 

18 Map 1980 

J9 

20 JVM 1980 

Jr 80 

23 Joan 1980 

4^1 

25 Augfrt 1980 

Xatt 

1 Septesd>er 1960 

t*3 

16 Soptaaber 1980 

l84 

24 October 1960 

i8S 

7 Hovdbar 1960 

^86 

15 Movaafcar 1960 

l8T 

18 January 1961 

v«r 

22 March 1961 

^90 

4 Deceabor 196’. 

k91 

9 February 19/2 

^92 

27 March 1982 

>93 

29 March 1962 

xM 

1 November 2962 


4 


GROUP I 

Excluded froa Mtmtie 
. downgrading «ad 

dec Um I flection 
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' 9S 1 L H li T" 

- December 1957 


L>- giroty altar / Ap* 


FINANCE DIVISION MEMORANDUM 
SUBJECTS Revision of Prior Notices 


esc ^ V" 

Ohio ctvp 
IjfoS Ctsas .jJS 

JUST 




r.EV cats 1 


PV 0189-9L5 

~73 “ rfrE 


L. _ 

NiAi H(.y 


fi-V CLiSS o 
tlfHi HR 


10-2 


l- Attached hereto is Finance Division Notice No, 2, datec: Noveaher 1957 

ehioh Identifies these nsss.se filsiaion Sotioes issued Brito to » 
which ara eenaidered t® be still la efieot- i& simp-Uiy filing 
easing 0 these have been renumbered in an r “A" series e 

V The above selection was made as a result of a preliaionxy » uncoordinated 
reeiel It is thereto, recognised that seme of these issusones My i n fact he 
obsolete or in need of eubstsntiai. rwnsto. to “tcmpUsn the ne»e^ 
and revisions there is ale® attached hereto a separate .listing reflecting tbe 
particular Branch or Branches of the Finance Division most affeo ted ®f®v» 

It is requested that each Branch review the list assigned to in is** attached) and 

notify the Chief;; Finance Division 0 
identifying the following: 


Rn 

b„, 

e,> 

do 


Notices vrhlch are obsolete and therefore saaw'xi be r-dacj.uo.ed 0 
Notices which are in need of revision 

Notices wMch may be reissued without change, .. 

Notices which should be incorporated into a currant Mbtioa or 


3„ It Is requested that the list of notices falling into categories f 

«c- above be forwarded to the Chief, Finance Division prior to r ^bruary l?^ fc 

Notices which fall Into category b‘“ or !i d w should be rewritten in tha appreprie.e : 

fora and forwarded to the Chief, Finance Division prior to I At-ril 1958. It is thus f 

contemplated that 1 April 1958, all notices Issued prior to 39 Nejember 1956 wiU 
have lien rescinded and, where appropriate, repiac-sa by a notice in the current series., | 

4 Notices which are not listed on Finance Division Notice *,l are to be ^cusidereo | 
&8 rescinded, effective this date. One central AH of these nouma wilt be«^ j 
in the Office of the Chief, Finance Division. Copies held by brands an! iff ™* | 

should be destroyed,. No review is required prior to destruction. ^ £ Q * 4 S @f | 

discovered that any provisions oi a canceled notice ara assent. a u> the operation ©1 j 
fteZr. reeiS Ltise should be prepares to Isclusloa in 

material should be designated to insorperatloa in a toiaico nt as ®f*° S OT 

FDOP, In a few instances, notices which are caaceileo may contain “ 

aoproving officers which az-e still in effect,, These notices my bo retained and, applied^ 


ILLEGIB 



xiA&jr>ce Division 


f, P r ! r in-M7> ii 

s , ; \ i i * . - ' • ' * T 
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( 


to Flimnaa Ointsioa J^rarsiKUja 

Bated 5 Mas 


BSEEKESGSs fer&grapa 2 = Braaob Chief Assigomsats 


i£2fiMAii»&SSSli 


A-2 

A-38 

A-56 

A-=64 

A-66 

A-70 

A-76 

A=82 

A-87 

A=96 

A=97 

A=102 

A-103 

A-114 

A-120 

A“121 

A-122 

A=129 

A=134 

A-136 

A-3.38 


Ocapefisatieii and 
Ta y Accounts Jg SB3k 

A=3 

A=10 

A=ll 

A=13 

A=19 

A=22 

A-33 

A-34 

A-39 

A- jM 

a.«43 

A=44 

A“67 

A- 68 

A BO 

A-84 

A-91 

A“98 

A-106 

A=1I2 

A-123 

A-l 24 

A-132 


(feentioM and Msutuy % Adadnistrative Qffis® ♦ 

LiaJU •» Brar.ob Rraaoh SOU glnaacs . yAfl ■— — 


A-l 

A=4§ 

A-4 

A~5 

A=36 

A- 17 

A=6 

A=8S 

A-26 

A-7 

A=S9 

A-27 

/.•’ 8 

A ct 90 

£,-23 

A=9 

A=92 

A-45 

A-12 

A-94 

A»46 

A=14 

A-95 

A=-54 

A-15 

A=99 

A-57 

A-iS 

A“101 

A-63 

A- 20 

A-105 

A=8l 

A=21 

A-107 

A=235 

A-23 

A- 108 


A=24 

A=110 


A-25 

A 111 


A“29 

A-113 


A-31 

A-116 


A-32 

A-117 


A=36 

A=119 


A=3” 

A-125 


A**4w 

A-126 


A™4* 

A-127 


A-42 

A 130 


A-49 

A-131 


A-58 

A-133 


A=4G 

A=137 


A~6i 




A-30 

A=35 

A=A7 

A=50 

A~5I 

A-52 

A-53 

A=55 

A-59 

A C>2 

A=71 

A-73 

A«=74 

A-75 

A“77 

A-93 

A=10Q 

A-104 

A-109 

A=llf? 

A-118 

A--128 


c 


c 


A-69 

A~72 

A=78 


A«79 

A-83 
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k *i&rmb&v 195 ? 


FINANCE DIVISION NOTICE #2 

SUBJECTS Recision of Certain Notice a Issued rtrior >io 19 No vwabar ^56 


„ ■asi^a.% i a s£g^ g gSgff LL 

STfo^nstaScL^Sf rescinded notices may ' « ^Les 2^^ 

=£5 L. 


t 



25X1A 


ILLEGIB 
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Faj 

FDlTNs, 

djZOBac 1 nICT 

Revised 
FDN No„ 

#167 

A“1 

#173 

A=2 

#179 

A°3 

■ #181 

A“*4 

#182 

A-5 

#197 

A«=6 

#198 

A=7 

#199 

A~8 

#200 

A9 



#204 

A»10 

#209 

A=1X 

#210 

A® 12 

#218 

A-13 

#220 

A~14 

#222 

A~X5 

#226 

A-16 

#227 

A=17 

#231 

A=l8 


Approved Reledse^001/08/2 

{0 


Attachment "A” 


001/08/2k~OIA-F 

00 ^ 


RDP78-0 


er 


Disbursement Limitation *» Disbursements of 
over $50 P 00C must be approved by the Chief 
or Deputy Chief, Finance Division 

Key Money » Ho certification until Chief, 
Accounts Branch has indicated that a memo 
account has been established 

Payment of Transfer Allowance 

Spot Count of Cash 

Imprest Funds for Normal Use 

Recreation Equipment 

Administrative Prosed 1 
Center 

Accounting Records 

Delegations of Auth©: 

Center 



^ lgptlce #2 
Original Date 

6 April 1951 

10 May 1951 
21 May 1951 

18 May 1951 
28 May 1951 

19 -June 1951 25X1 A 

19 June 1951 
19 June 1951 

19 June 1951 

28 June 1951 
9 July 1951 
11 July 1951 


17 July 1951 


Payroll Files - Duty Status Reports (to be 
filed in Payroll by Stations and Pay Period) 

Agent Payrolls 

Project Review Committee 

Renewal or Amendments of Contracts with Agents 
»nvri Covert Specialists 

Legal Interpretation of. the Term "Substantial 
Compliance" (Memo from OGC dated 13 July 1951) 19 July 1951 

Delegation of Priorities Authority -(General Smithes 
letter delegating to Chief Procurement certain 
authorities per Chairman, Munitions Board) 24 July 1951 

Reconciliation of Bank Statements by Audit Office 3 August 1951 

Assignment of Certain Responsibilities to the 

Monetary Branch - Safekeeping 3 August 1951 

Travel Orders and Travel Vouchers (Memo for the 
Record with Respect to Interviewees) 8 August 1951 


^NF 
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Attachment "A" 

Finance Division Notice #2 
19 November 1957 


Former Revised 

FDN No. EDH.Mo. 

«c» — am i pw *** — 

#232 A-19 

#233 A-20 


Original Date 

Subject. Matter ___ of &&&&— 


Allowances for Method 

of Determinii^^Sxitl 8 men^ 0 ^x> 8 O)ifferential 
or Allowances 


25X1A 

9 August 1951 


Taxicab Vouchers and Petty Cash Funds in Gonnec 
tion Therewith 


13 August 1951 


#234 A=21 


Recording and Control of Key Money and Related 
Accounts 


12 August 1951 


#235 A»22 


#236 

A- 23 

#237 

A~24 

w 


#238 

A25 

#240 

A- 26 

#241 

A-27 

#242 

A- 28 

#244 

A- 29 

#245 

A— 30 

#250 

Ap-31 

#252 

A-32 




Individual Retirement Records and Control Accounts 
(To Chief & Payroll attaching Memo from Chief, 

Audit describing action which should be taken in 

connection therewith) 12 August 1951 

Official Foreign Travel of Deputy Director, Assistant 
Director and Designated Subordinates (refers to 
actual expenses) 

Official Entertainment Expenses of Deputy Directors 
and their Assistants 


Official Entertainment Expenses of Assistant Direc- 
tors end Designated Subordinates 15 August 1951 

Standard Operating Procedure for Processing Pay- 
ments on Sensitive Covert Projects 16 August 1951 

Procedure for Handling Bank Statements August 1951 


Procedure for the Handling of Spoiled and Cancelled 
Checks August 1951 


Advances - General Information (Specifically infor- 
mation needed in Request to Identify Purpose of 
Advance) 22 August 1951 


Postage Stamps - Acquisition, Custody and Issu- 
ance thereof by Finance Division 18 September 1951 

Claims for Loss of Personal Property 

Language Training, Tuition Fees and Related Travel 
(All expenses, except travel, t© Training Allot- 
ment; travel expenses to related project or 
office) 28 August 1951 



*» 3 " 


CONFIDENTIAL 
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Former 

ZCOa* 

Revised 

m. Mu 

#265 

a»33 

#266 

A- 34 

#277 

A=35 

#283 

A~36 

#2 88 

A- 37 

#299 

A-38 

#318 

A-39 

#324 

A=40 

#32/ 

A»41 

#328 

A=42 

#330 

A=43 

#331 

A=44 

#337 

A-45 

#348 

A-46 

#349 

Ap»47 

#368 

A-48 

#377 

A-49 

#378 

A- 50 

#399 

A-51 

#43M 

A- 52 


DP78-0574^«0« n 9 

Finance Division Notice #2 
19 November 1957 

Original Date 


Post Office Boxes 

Issuance ©f Travel Orders « Finance Personnel 

Disbursements on Behalf of Senior Agency Repre- 
sentatives 

Travel Performed by Invitees,, Consultants and 
other Specialised Categories of Individuals 

Proposed Procedure for Handling and Recording 
Reports from Proprietary Projects 

Annual and Sick Leave Regulations - Civil 
Service Conaai salon 


Filing of Agents Receipts 

Regulations Controlling the Payment ©f Post 
Differentials to Uavouehered Funds Employees 

PRC Directed that any Project Amendment must 
be approved by the FRO 

Regarding Payments to Military Personnel 

Retirement Deductions for Military Staff Agents 

Control of Cash Payment Receipts 

Request for Funds (via Banking Means) - BD/P 
Memo directing 24 hours notice to FD 

Carrying of Safe Combinations on Person For- 
bidden 

Safehouses (Leases and Deeds) 

Project Review Committee' 9 e Action 
Preparation of Correspondence and Route Slips 
Top Secret Control Procedure 
Internal Security 


5 September 2®§t 1A 
2 Ootobor 1951 

19 October 1951 

6 October 1951 

8 November 1951 

29 November 1951 

14 January 1952 
31 January 1952 

7 February 1952 

12 February 1952 
14 February 1952 
18 February 1952 
4 Marsh 1952 

24 Marsh 1952 

March 1952 
29 April 1952 
7 May 1952 

13 May 1952 

23 July 1952 


CONFIDENTIAL 
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i^bft>b8-05^A000700030001 
— Attachment "A" 

Finance Division 
19 November 1957 


Former 

EMM* 

Revised 

mja. 

*•453 

A- 53 

#4&4 

A=54 

#496 

A=55 

#501 

Af-56 

#513 

A-57 

#514 

A-5 8 

#516 

A- 59 

1 #517 

A=60 

#52^ 

A-61 


#535 

A-62 

#539 

A63 

#545 

25X1 C 

A-64 

#548 

A=65 

#555 

Ap^-66 

#560 

Af»67 

#568 

A-68 

V 





Personnel Qualification Questionnaire 

Handling and Filing of Counter Checks 

tJse of Liquor in CIA Buildings 

Class "A" Station A©c©uatlngs - Reconciling 
and Recording Authorisation to Accounts 
Branch 

Authorisation for the Senior Representatives- 


Appr aval of language Training^^f^^g^i 

Internal Sswity - Office ©f the Comptroller 

Travel Allowances for Individuals doing from 
Germany to the Far East 

Language Trainings Tuition Fees 9 etCo (Ref. FDB-- 
N©„ 252) 

®.o Expenses Stateside to Training Allotment 
bo Expenses Overseas to Station or Project 
concerned 

Compromise of Pseudonym (attaching T/N with 
pseudonym receipt or vouchers) 

Security Check in Room 2210, I Building (Vault,) 

Documentation and Follow-up on Proprietary 
gggggpli Pro j acts 

Transportation Purchased;, Control of 

Identification and Recording of Allotment 
Expenditures 

Income Tax Returns ;> Discontinue direct trans- 
mittal of Tax Returns to Bureau of Internal 
Revenue 

Notification ©f Leave Balances and Questions 
Pertaining Thereto 



-9 

Notice #2 

Original Date 
of Notice 

•mm inefca 1 «imi t -i v rvigirii i iwm 

11 September 1952 . 
17 November 195S 
17 December 195S 

7 January 1953 

25X1 A 

6 February 1953 
10 February 

12 February 1953 

17 February 1953 

16 April 1953 

22 April 1953 

7 May 1953 

15 June 1953 25X1 A 
1 July 1953 

15 July 1953 

7 August 1953 
4, September 1951 
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Former 

muo A 

#569 


#582 

#585 

#589 

#591 

i?r a ^ 

#601 
#610 ^ 

#619 ^ 

#625 


#654 v_^ 


#658 




Approved FqgpRelease 


coi^Mm 
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AttHchiceiit “A” 

Finance Division Notice #2 
19 November 1957 


Revised 
FDN No. 

•■oroitscasaaiBw 

A-69 


A=»7C 

A-71 

A~?2 

A-73 

A~74 

A-75 

A-76 

Ar-77 

A-78 

A-79 


A=»80 


- ■..gttM egtJSftt faig— . . - 

Dispatch from WAG : Special Authori** 

aaiion to Senior Repre sentative t© approve 
local purchases up t® the amount of $X„00G 
per live item) 

J^ssellaneous Receipts - Codling by Symbol 

Reduction in Gable Traffic 

Recording ©f Refunds of Operational Advances 

Da® of Abbreviations (don”! use PCX or DD3X) 

Material Receive from other Components of the 
Government 

Tardiness 

Cost of Travel * Transportation and Household 
Effects (ineluding storage) - Fiscal Year 
Chargeable 

Duty Officers 

Decentralisation of Follow up Control System 

Training Courses - Personnel refrain from 
presenting questions,, informations, or ops.o~ 
ions in classes 

Terminal Leave Refunded (Ref * FDN #573 » Mise« 
Receipts) 


Original Date 
of Notise — 

25X1A 

3 September 1953 

14 September 1953 
19 October 1953 
28 October 1953 
16 November 1953 

l, December 1953 
8 December 1953 

2 February 1954 
25 January 1954 
X March 1954 

12 February 1954 

15 April 1954 


A"8l 


A-82 


Uo So Dollar Payments Overseas » Applying to 
Payments in connection with Salaries,. Allows- 
anises and other Personal Services (Revised) 27 October 1954 

Transfer Authorisations Received from Field 
Stations (Refers to FDQP 30-8 dated 23 July 
1954; however fl present FDCP 30 8 is dated 
3 June 1955) 20 August 1954 
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Finance Division Notice #2 
19 November 1957 


Formes* 

FDNte, 


Revised 
FDN jfcc 

aawfflSisst; z* 


Original Date 


#669 v 

A~83 c 

#671 ^ 

\ 

A=>84 

#673 u 

A-=85 L 

#6g| u- 

A=>86 ^ 

#692 ^ 

A-87^ 

#698 ^ 

A-8S U 

#71^^ 

A=89 u 

#701 

A-90 u ' 

#705 ^ 

A=91 u 

#716 u 

A-92 ^ 

#719 ^ 

A=93^' 

#727 y 

A-94 ^ 

#733 U 

A~>95 v ' 

#737 t/ 

A»96^ 

#7*W 

A=97 v 


Per Diem Allowance During Headquarters Debrief r- 
ing Period for Employees Returning fma Over- 
sens fey Home Leave and PCS Transfer to Wash- 
ington (31 CQ 439 (1952)) 


13 October 1954 


Recording ©f Amsunts Recovered by Civil Service 
0 ©Emission by Offset ©f Retirement 14 December 1954 

Processing ®f Claims under 
and Expenditure ®f Funds 



(Obligation 


25X1A 

21 October 1954 


Deductions far Meals Furnished Agency Personnel 

in connection with Official Ehteriainment 27 April 1955 

Transfer Authorisation (T/A) s Form R©,. 33“9» 

Preparation of (Original and on® copy to Field 

Station) 4 January 1955 


Travel on an Actual Expense Basis » Approval by 
DD/S 

Administration of the Clandestine Services 

Establishment of Office of Deputy Director 
(Support) 

Preparation and Signature of Unemployment Cam- 
peasatio® Claims (Forms ES-931) 


2 February 1955 

8 February 1955 

9 February 1955 
4 tech 1955 


Partial Shipments ©f Household Goods and Personal 



Designation of Finance Division Authorised 
Classifiers (Ref<. Camp,, Inst, 


Accounting for Funds Furnished Agents Peia 
tratirsg Denied Areas 

Changes in Due Dates (No change for less than 
three months) 


Preparation of Posting Vouchers (£ 
detail needed as t© Signature; explanation 
and certification 

Routing ©f Pertinent Documentation to Accounts 

Branch 


CONFIDENTIAL 


31 tech 1955 
4 tech 1955 
26 April 1955 
20 May 1955 

10 June 1955 
3 August 1955 


25X1A i 
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^NFiCtENIJAL 

Approved Fdlrftelease 2001/ 


rRDP78-i 


ta@nae.nt 
Finance Division 
19 November 1957 


F ©rmer 

FDN No, 

Revised 
FDN Boo 

mun 

#761 ts 

A -98 ■" 

#763 ^ 

25X1A 

A-99 u 

#775 — 

A-100 

#788 — 

25X1A 

25X1A 

A- 101 

25X1 Af^ ^ 

A -3.02 * 

#794 S 

A -103 ^ 

#803 ^ 

A=104 ^ 


A-105 ^ 


#805 ^ 

A-106 * 

#806 fc/ 

A-107 v 

#80?^. 

A-108 

#810 ^ 

A-109 " 

#81l\y 

Ap-110\/ 





Definition Vital Document {Ref : FBOP 5=. 100=10) 


Ifeximm TDY Per Diem (180 Days) - Tentative 
Regulatism^^PPI^Psr Diem (Change 2)JSea 
also 60 days MlZoQQ/-, 

Next 120 days 3S a QQf) 



Audit Reports « Class "A 61 Stations (Accounts 
Branch Responsible) 

Building Evacuation Plan 

Approving Officers ~ Distinction offered to 
clarify the Difference between the Admin- 
istration Responsibilities of Designated 
Approving Officers .and the Ata 
ficati@n of Finance Documents 
(Ref: FDN #763) 

Annual Leave (Policy of Agency that Employee 
to be given every opportunity to use their 
earned leave) 

Imprest Stamp Account (when 

designated custodian changed account will 
be cleared before changeover effected) 

Submissions of Approvals by DE/S s DDI t or DEG! 

Preparation of Correspondence for DD/S Approval- 
Subject: Approval of Lapsed Appropriations 
Charge 

Waiver of Accounting Regulations by a Contract 
Approved by a Special Contrasting Officer ■= 

SCO Cannot Waive Accounting Requirement in 
an Agent' 1 a Contract 


lit and 0arti“ 



-7- 
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Notice #2 
Original Date 

20 September 29X5A 

20 September 1955 

28 September 1955 

21 October 1955 

16 November 1955 

21 November 1955 
23. December 1955 

25X1A 

29 December 1955 

29 December 1955 

25X1A 

30 December 1955 
3 January 1956 

20 January 1956 

23 January 1956 


-SiSHByiJL-J 1 
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Finance Division Notice #2 
19 November 1957 


Former 

FDN No* 

Revised 
FDN No* 

#813— 

A- 111 

#832 ^ 

A=XX2 ^ 

#834 ^ 

A=113 " 

#840 ^ 

Ap>114 </ 

#852 / 

A-115^ 

#854 i/ 

A-1X6 u 

- ^ X 

A-117 ^ 

w 


#856 

A- 118 t' 

#857 n/' 

A-119 ^ 

#867 ^ 

A-120^ 

#868^ 

A-121 * 

#8?3v" / 1 

A=122 ^ 

#874 uy 

A-123 ' y 

#875 ^ 

A-=124 l/ 


Original Date 
6 February 1956 


oqyi a 

19 Mureh 1956 


19 March 1956 
9 April 1956 
11 May 1956 


Prior to ten (10) Days of an Agents or Employees 

Travel Requires Approval of Chief or Deputy 

Chief, Finance Division 22 May 1956 

Computation of Deductions from Per Diem for 
Meals and/or Lodging Furnished by the Govern- 
ment without charge to a Traveler (Deduction 
on total per diem a traveler entitled for the 


day 0001 through 2400) 

22 

May 

1956 

Preparation of Dispatches 

22 

May 

1956 

Receitsts for Allowable Expenditures 

28 

Mty 

1956 

Processing of T/A“s - Incoming 

27 

June 1956 

Numbering of Posting Vouchers - Effective 




1 July 1956 beginning with 000001 

21 

June 1956 


Establishing Due Dates on Transfer Authorisations- 
Due Dates will be established three (3) months 
from date of T/A (Ref: FDN #733) 9 July 1956 

Collection of Salary, Allowance, Differential, 

etc* Overpayments 12 July 1956 

Deductions from Final Payments fthde on Behalf 
of Deceased Agency Personnel 19 July 1956 




Organisation of CIA Clandestine Services 



Delegation of Authority - SSA-DD/S Authorised 
to Approve actual subsistence expanses, not 
to exceed f25»0O per day 

WSHEADSET ~ Transfer Authorisations 

Payment of Gash Awards to Agency Personnel 

Advance of Funds for Travel - Advances of Funds 


= 8 - 


tf)NFIDENmi 
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Former 

MA 

#885 ^ 


#886 

,(-• - run \y 

iff Ww •» 


#892 v/ 



#895 ^ 

#896 \/ 
25X1A 

mw.v 

#898 / 

w 
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Attachment "A" 
Finance Division 

19 November 1957 



Revised 

uausu 

A-125 * 


Sub ject Matter 


cegarding Transportation or unaocompan: 
Baggage (Modes of Transportation Used; If 
travel by alternate modes, and travel is 
performed by air for all or any J3ortl«m jb£_ 
the trip - 100 lbs 0 may be by air express or 


Original Date 
of Notice 


25X1A 


15 August 1956 


A--I26 ^ 


A-127 


u 


A-128^ 


A-129 ^ 


A -130 


A-131 " 


A-132 17 


A-133 v 
A-134 v ' 


Accounting for Confidential Funds - Philoso- 
phy with respect to the us® of funds from 
persons ©r activities not oontroled by this 
Agency 28 August 1956 


Per Diem =» Travel Between U 0 S» and Foreign 
Localities 


13 September 1956 


Minutes ©f Deputy Dir ester (Support) Staff 
Meeting =■ 22 August 1956 (DEC! furnished 

copy of everything going to DGI) 13 September 1956 

Coordination of Correspondence (Between Class 
"A” - coordinate with Accounts Branch : 

Glass l B" =■ Coordinate with OfitL) 13 September 195fc 


Request for Information Regarding Shortages 
in Assounts ©f Agency Activities (Chief;, 
Audit Staff be advised issaod lately = notice 
signed by Chief , Finance Division) 

a. Payment of Storage of Personal Effects; 
Personnel Assigned to Non-Emergency 
Areas 

bo Payment of Dependents Travel Expenses; 
Travel to U 0 So for Education 

Animal Leave (POA - not to exceed cast by 
common carrier « see Comp. Inst, on this 
Subj.) 

mpfl Storage of KHE and Travel for Education 

^©^Dependents 


18 September 1956 


18 September 1956 


18 September 1956 


25 September 1956 


25 September 1956 


Proprietary Accounts Branch now Section ©f 
Accounts Branch 


26 September 1956 
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Attachment n A n 

Finance Division Motion #2 

19 November 195? 


Former 

Revised 


Original Date 

FDH No. 

FDN No. 

Subject-Matter . . 

of Notice . 

#682 V 

A-135 L 

Funds - Hold for Separate Release 

7 December 1954 

#683- 

A»136 u 

Liquidation of Reserve Funds (Treatment of Premiums 
Paid on Securities) 

7 December 1954 

; #712 J 

A-137 

DD/S Delegations of Authority to SSA/DDS 

23 March 1955 

1 #799 V 

A»138 

80SFMA.T Procurement 

14 December °55 
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19 November 1956 




FINANCE DIVISION NOTICE NO. 1 
SUBJECT', Finance Division Issuances 



I. Finance Division derating Procedure 5-130 (Revised 7 November 1956) 
established a system of intra- Division issuances to disseminate to the various 
eleme its of the Division information necessary for the proper discharge of 
responsibilities and performance of duties. Information of general interest 
but not directly related to the functions of the Division will be disseminated 
in tlus form of unnumbered memoranila addressed appropriately . This is the first 
of t, lie Notices to be issued in thi new series. 



'-- A &-Z 

2o The principle change incorporated into the revised Finance Division 
Operating rocedurc 5*130 Is the establishment of a new series of issuances* 
the ‘'Delegations of Authority, K The purpose of the change wae to remove from 
the "Finance Division Notices” laosa items which ore not of universal interest 
throughout the Divi/dori and whi ';h undergo frequent changes. Each component 
of the Fiuar.ee Division is responsible for the maintenance of a current record 
of delegated authorities withii. the Agency ccsgsoacnts being serviced by than, 
i ndividual issues of ” Delegations of Authority” naed be retained in the files 
inly so long as they are applicable. By removing those which are obsolete 
It should be possible to considerably reduce the nine of the files presently 
being nsfr'atained in most offices* It is noted t however., that these issuances 
vill no' be related by reference to all previ ous Issuances concerning the same 
Agency component. Recipient! of "JXdegationa of Authority’ 1 ' may y in their 
diBcredonj, retain or destroy those concerning Agency eomponeats with which 
they 'ave no relationship * The original delegations of authority and the 
sign? Airs cards will bo fl.ed In the appropriate Certifying Section of the 
Operations and Liaison Br/nch 0 

3. In the near future a comprehensive listing of all currently effective 
delegations of authority will be iatued. This document will automatically 
rest lad all previous Finance Division Notices on this subject, and they may 

be amoved from the fn.es. The listing will not* however, rescind the earlier 
Notices by number and elate . 

4. All of the obi iaeue Finance Division Notices; other than those per=- 
tai /ng to delegations of authority* will remain In effect until rescinded 
or iit'difiedo An e«r ly re, dew will be made of those still effective, and one 
of tie following courses will be taken wi th respect to each; 

a, -nose which arc still applicable will be retained in their 
present form and incorporated into the new Baries. Holders 
will be advised by Notice of the numbers which have been 
assigned to thoae so retained, 

bo Those which are still pertinent but which require amendment 
or modification will be re written and re- issued in the new 
series* with the' original being rescinded , 
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Co Those which are obsolete will be rescinded outrigb&r''” 

la order to achieve moderization of the old series as jeapidly as possible, 
it is requested that the Chief of each Branch,: or designee, review exist*- 
ing Notices and submit recommendations re spectjxg^the reel ai on, modification* 
or retention of those in which he has the interest, Recommendations 

should b® submitted to the Deputy Chief, Finance Tlvision. and should be routed 
through other Branches for comment when appropriate. The Initial review should 
be completed by 7 December 1956 „ 

5» Chiefs of Branches may request the issuance of Finance Division Notices 
concerning matters falling within their jurisdiction. Such requests should be 
accompanied by a draft of the proposed Notices: and should take into considera- 
tion the following points s 

So Where the authority for the action or policy uader consideration 
is derived from a superior Agency issuance {Regulation, CFR S 
Memorandum*, etc.)*, this authority shall be referenced in the 
Notice,, If in the form of a memorandum which did not receive 
general distributions, & copy of the authority should be included 
in the proposed Notice as an attachment. 

b. Coordination or concurrence of other components of the Agency, 
both within and without the Finance Division,, should be noted 
if obtained. 

c. If the proposed Notice represents an amendment or a revision 

to a previous Notice, it is the responsibility of the originator 
to provide for the recision of the earlier issuance. (See 
Paragraph 6, immediately below, ) 

6. In Issuing Notices which pertain to matters covered in previous 
issuances, the new Notice will normally be assigned the same number as was 
assigned in the earlier Issuance, and will bear the designation "Revised”, 
and the date of revision. This will facilitate the maintenance of an index 
in that holders will not be faced with frequent changes «r>d will not have 
to make reference to multiple documents relating to the b«vp subject. It 

Is desirable, therefore, that revisions be in the form of re~Issuance of the 
entire notice rather than an amendment except in those Instances where the 
change consists of minor additions or deletions Inasmuch as most Notices 
are relatively short, this imposes no burden on the originator. 

7. If Notices are issued to cover a given situation for a limited period 
of time, an expiration date should be placed below the security classification 
or Included in the first paragraph of the text. An example would be a Notice 
covering a subject which is confined to a single fiscal year, or the expression 
of a policy which Is Intended as an interim guidance pending the publication 

of a superior Agency issuance, 

25X1 A 


— -TP n r> w 
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